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I.
PURPOSE

The purpose of this Request for Proposal (RFP) is to solicit through competitive negotiations, sealed proposals from a qualified firm to establish an exclusive contract to provide “website redesign, modernization and conversion coordination” to the Office of Distance Learning at Old Dominion University, hereinafter referred to as the “Distance Learning”.

All potential Offeror’s should be experienced in providing website design and development, strategy, and execution to multi-dimensional, complex organizations similar to the University.  We are interested in building a partnership with the potential offeror, working collaboratively with an internal team in order to leverage internal resources when possible. 

Specifically, the University is issuing this RFP for a full range of website design services, including strategic project management and teaming with Distance Learning and other University staff to further the University’s Distance Learning objectives in the online environment. 

II.
BACKGROUND

A. Campus and Community:
Old Dominion University is a state-assisted institution in Norfolk, Virginia, part of the metropolitan and historic Hampton Roads area with a population of 1.4 million people.  Located about 200 miles south of Washington D.C., Old Dominion University is within minutes of the largest East Coast seaport, the oceanfront in Virginia Beach and the world’s largest Naval base.  The University contributes approximately $600 million a year to the local economy.

Since the early seventeenth century, Hampton Roads has been the state’s gateway to the rest of the world and the world’s gateway to Virginia in commerce and industry, in recreation and culture, and in national security.  Now a complex of seven major cities, it is a microcosm of the opportunities and challenges of contemporary urban America.  It is also a major center for research and development and a home for extensive scientific and technological activities in marine science, aerospace, ship design and construction, advanced electronics, and nuclear physics.

The University takes its unique character from Hampton Roads as it provides leadership to the state and nation in teaching , research, and service.  Thus, the University has a special mission for the Commonwealth in commerce, and in international affairs and cultures.  It has a significant commitment in science, engineering and technology, particularly in fields of major importance to the region.  As a metropolitan institution, the university places particular emphasis upon urban issues, including education and health care, and upon fine and performing arts.

The main campus consists of 146 acres in the heart of Norfolk, Virginia located between the Lafayette and Elizabeth Rivers.  The university is comprised of six colleges offering degrees in 64 Bachelors programs, 66 Masters programs, and 22 Doctoral programs.  The University currently enrolls approximately 22,000 full and part-time , and has over 2,000 faculty and staff.  Additionally, the University housing facilities accommodate approximately 3,300 resident  students, with an anticipated growth of 500 by the Fall of 2007.  The University has an alumni base of approximately 75,000 individuals, many of whom reside in the Hampton Roads region.


B.
Distance Learning:



Old Dominion University is also a pioneer in telecommunications and continuing education, and it has been a leader in distance learning since the mid-1980s.  The Office of Distance Learning extends the value of a regionally-accredited university education through a variety of distance learning delivery options, including TELETECHNET, a satellite delivery network established in 1994, two-way video, video streaming and asynchronous Internet.  Distance learning at Old Dominion University strives to make higher education more convenient, flexible, and easily accessible for working students and those in rural communities. 

Old Dominion offers nationally ranked programs in the sciences, engineering, arts and letters, health sciences, business and education. Our network includes nearly 50 locations throughout Virginia and as far away as Arizona and Washington State.  No matter where our students are located, we are committed to providing them with high-quality instruction, advising, and student support services. 

More than 3,500 students have graduated from Old Dominion University's Distance Learning program. Our students have been recognized for outstanding academic achievement and have been chosen for a wide variety of exciting professional positions following graduation. 

The Office of Distance Learning is a complex organization with a number of in-house resources, ranging from specialized technicians for the academic technology infrastructure to instructional design and development expertise.  Expertise in the areas of programming, video production, multimedia development, graphics, and marketing will be available as needed in support of the website redesign initiative in partnership with the selected vendor.


C.
University’s Website Redesign Inititative:

It is important for the potential offeror to be aware of the University’s website redesign initiative.  Following recommendations from its Enrollment Management and Strategic Plan initiatives, the University recently launched a project to refresh the ODU Web presence.  As the university's farthest-reaching marketing tool and most-used repository of institutional information, the ODU Web site serves an extraordinary amount of constituents both on and off campus. To better meet the needs of all users and to represent Old Dominion University to its many audiences as the modern, multicultural institution it is, the redesign aims to: 

· Incorporate new branded designs that convey our rigorous academics, cutting-edge research and collaborations, cosmopolitan community and modern campus; 

· Create a more interactive and engaging site; 

· Present a focused, easy-to-navigate site; and 

· Create pages that speak directly to the needs of ODU's internal audiences.

The redesign initiative at the University level is underway.  A content management system is being implemented.  Currently, this effort is in the early development phase and will likely take several months to plan and implement.  The Office of Distance Learning has worked with the two offices overseeing this effort, the Office of Computing and Communication Services and the University Marketing and Communications Office, to secure their support for the immediate redesign of the Distance Learning Web site.  The intent of the Distance Learning web site redesign initiative is to move the current environment forward, making it a better marketing tool and resource for its users, by transitioning it in phases to utilize more current tools and techniques, while working to align with the University’s overall website redesign objectives and technical approach.  Eventually the Distance Learning website will be integrated into the University’s new website environment.  The goal is to create an environment for distance learning at ODU now that will be transferable to the new University environment moving forward.

D.
Good Faith Small, Women, and Minority (SWaM) Owned Business Participation Efforts:
1. The University is committed to (a) achieving the Commonwealth of Virginia’s aspirational goal of forty percent (40%) SWAM participation for combined prime contractor and subcontractor spend, and (b) increasing participation of Department of Minority Business Enterprise (DMBE) Certified (i) small businesses, (ii) small woman-owned businesses, (iii) small minority-owned businesses, and (iv) businesses owned by service disabled veterans.  The University also encourages Bidder’s/Offeror’s to provide for participation of small businesses, businesses owned by women and minorities, and businesses owned by disabled veterans through partnerships, joint ventures, subcontracts, or other contractual opportunities.  Submission of a report of past efforts to utilize the goods and services of such businesses, and plans for involvement on this contract are required.  By submitting a response, Bidder/Offeror certifies that all information provided in response to this solicitation is true and accurate.  Failure to provide the information required by this solicitation may ultimately result in response being deemed non-responsive, and ultimately rejected.

2. While it is the University’s intent to enter into an exclusive agreement with one Offeror, whenever possible, all potential Offerors are encouraged to subcontract any applicable services by partnering with qualified vendors that have also been certified as small, small woman-owned, small minority-owned, or service disabled veteran owned businesses through the Commonwealth of Virginia’s Department of Minority Business Enterprise (DMBE).  

3. In order for Offerors to be given consideration for award of a contract, each response shall include a statement setting forth:

a. The good faith SWAM owned business participation efforts which the Offeror has 


undertaken in the past: and

b. The good faith SWAM owned businesses participation efforts which the Offeror 


intends to undertake in connection with the performance of this contract; including 


name of firm, contact name and phone number, total dollar amount to be 



subcontracted, category type (small, women, or minority owned), type of 



product/services. 

4. If, in the statement submitted in the response to subsection (a) and (b), the Offeror indicates that it has not undertaken any good faith SWAM business participation efforts in the past and/or does not intend to undertake any such efforts in connection with the performance of this contract, the Offeror must also submit a statement setting forth the reason why it has not undertaken such efforts in the past and/or does not intend to undertake them in connection with the performance of this contract.

5. Any Offeror that can qualify for certification through DMBE must do so prior to the award of any contract.  The qualification information shall be evidenced by that information specified in the Offeror’s completed and submitted W-9 form.

6. Goods and Services Related Procurements:
Any Offeror that does not qualify for DMBE certification shall be required to provide quarterly reports to the University’s Contract Administrator.  The reports shall identify the subcontractors used during the performance of any subsequent contract, as follows: 

a. For DMBE Certified subcontractors, quarterly reports verifying (i) those DMBE certified subcontractors being used, (ii) scope of goods and/or services being provided, 
(iii) payments to subcontract vendor(s) for current quarter and year-to-date totals, and (iv) percentage of same payments related to “overall” contract totals for current quarter and year-to-date totals; and

b. For non DMBE Certified subcontractors providing services for contracts that exceed $200,000, quarterly reports verifying (i) non-certified subcontractors being used, (ii) scope of goods and/or services being provided, (iii) payments to subcontract vendor(s) for current quarter and year-to-date totals, and (iv) percentage of same payments related to “overall” contract totals for current quarter and year-to-date totals.

Note: 
Failure to provide the quarterly reports as requested will result in non-payment to Contractor for any services provided and invoiced during that period, shall remain unpaid until such reports are provided, and unless provided will be considered a breach of contract.

E.
Authorized Contract Participation: In accordance with the University’s Rules Governing Procurement of Goods, Services, Insurance and Construction (“Rules Document”), specifically §6, Cooperative Procurement, it is the intent of this solicitation to allow any public body, public or private health or educational institutions, or Old Dominion University’s affiliated agencies and/or corporations, access and use of any subsequent contract(s), as authorized by the Contractor(s).

Participation in this cooperative procurement is strictly voluntary.  If authorized by the Contractor(s), any resultant contract(s) may be extended to the entities as indicated above to purchase at contract prices in accordance with contract terms and conditions.  The Contractor(s) shall notify Old Dominion University in writing of any entities accessing the contract.  No modification of this contract or execution of a separate contract is required to participate.  The Contractor(s) will provide semi-annual usage reports for all entities accessing the contract(s).  Participating entities shall place their own orders directly with the Contractor(s), and shall fully and independently administer their use of the contract(s), including contractual disputes, invoicing and payments, without direct administration from Old Dominion University.  Old Dominion University shall not be held liable for any costs or damages incurred by any other participating entity as a result of any authorization by the Contractor(s) to extend participation and use of the contract(s).  It is understood and agreed that Old Dominion University is not responsible for the acts or omissions of any entity, and will not be considered in default of the contract(s) no matter the circumstances.

Use of this contract does not preclude any participating entity from using other contracts or competitive processes as the need may be.

III.
STATEMENT OF NEEDS:

A. General Requirements:
The successful Offeror will become Distance Learning’s partner, and shall provide a full range of website design services, including strategic project management and teaming with Distance Learning and other University staff to further the Office’s objective to provide a modern, marketing and service oriented, online environment for the University’s distance learning constituents.

B. Specific Requirements: 

1. General:
The University seeks a qualified organization that will partner with our in-house staff to develop and implement a comprehensive website design for Distance Learning at Old Dominion University. The Office of Distance Learning’s overall goal in soliciting a contractor to provide these services is to enhance and improve upon the existing distance learning website to provide a better vehicle for marketing distance learning programming and to service students.  Proposals must address the University’s website redesign initiative and how it would propose the immediate distance learning website redesign initiative dovetail into the eventual integration into the University’s future website management and design plans.  Proposals must also address how the two teams (the offeror’s team and the Office of Distance Learning’s teams) will work collaboratively to quickly implement changes to the web environment in a phased approach over time.

2. Objectives:

In order to achieve the goals for the Distance Learning website redesign initiative, the successful Offeror will:

a.
Select and retain a highly skilled team of website design and project management professionals, specifically led by a capable and experienced Executive;

b.
Create a comprehensive website spanning many pages with a consistent framework, allowing navigation across multiple pages, including text, graphics, discussion boards, multimedia, sound, etc., to establish a community for distance learning students and related constituents.

c.
Create a dynamic web environment driven by a database to manage/organize content, such as locations, programs, delivery technologies, and staff.

d.
Provide dynamic pages with a publish and preview capability and a constraint mechanism to allow for date windows.

e.
Access and manipulate data online through an administrative web-based interface.

f.
Provide guidance on a hosting solution

g.
Develop a capability to integrate with ever changing Internet norms, such as Facebook, Twitter, etc.

h.
Develop multiple frameworks as necessary for the web environment, depending upon the target audiences defined by Distance Learning.

i.
Include analytics to track website usage and enable the University to measure website effectiveness;

j.
Integrate appropriate and necessary web-based technologies that provide a modern and innovative solution to requirements for the distance learning community.

3. Specific Tasks:
In order to achieve the objectives outlined above, the successful Offeror will provide a number of activity and task related services, to include, but not limited to:
a. Defining multiple website frameworks, e.g., prospective student, current student, alumni, partners, etc.;
b. Designing database to feed content into web pages;
c. Establishing design and developer team (consisting of ODU Distance Learning staff and Vendor staff, lead by vendor provided project manager); 
d. Populating web pages, while transitioning away from vendor staff to ODU Distance Learning staff as feasible; 
e. Providing a review area to review developed pages prior to launching live; 
f. Providing testing and quality assurance; and
g. Providing project management.

C.
Utilization Of Small Businesses And Businesses Owned By Women And Minorities: 



The following reports shall be submitted as indicated:

1. Periodic Progress Reports/Invoices: The Contractor(s) shall provide a report on involvement of small businesses and businesses owned by women and minorities on a quarterly basis to the Contract Officer.  This report will specify the actual dollars contracted to be spent to date with such businesses, actual dollars expended to date with such businesses, and the total dollars planned to be contracted with such businesses on this contract.  This information shall be provided separately for small businesses, women-owned businesses and minority businesses.


2.
Final Actual Involvement Report: The Contractor(s) shall submit to the Contract Officer, within 10 days of contract completion, a report on the actual dollars spent with small businesses and businesses owned by women and minorities during the performance of the contract.  At a minimum, this report shall include for each firm contracted with and for each such business class (i.e., small, women-owned) a comparison of the total actual dollars spent on this contract with the planned involvement of the firm and business class as specified in the proposal, and the actual percent of the total estimated contract value.

IV.
GENERAL TERMS AND CONDITIONS:

A. VENDORS MANUAL:  This solicitation is subject to the provisions of the Commonwealth of Virginia, specifically § 23-38.90 of the Code of Virginia and its associated Rules Governing the Procurement of Goods, Services, Insurance and Construction (“the Rules”) and the Purchasing Manual for Institutions of Higher Education and their Vendors and any revisions thereto, which are hereby incorporated into this contract in their entirety.  A copy of the manual is accessible on the Internet at www.odu.edu/procurement under “Information for Vendors”.
B. APPLICABLE LAWS AND COURTS:  This solicitation and any resulting contract shall be governed in all respects by the laws of the Commonwealth of Virginia and any litigation with respect thereto shall be brought in the courts of the Commonwealth.  The contractor shall comply with all applicable federal, state and local laws, rules and regulations.

C.  ANTI-DISCRIMINATION:  By submitting their proposals, Offeror’s certify to the Commonwealth that they will conform to the provisions of the Federal Civil Rights Act of 1964, as amended, as well as the Virginia Fair Employment Contracting Act of 1975, as amended, where applicable, the Virginians with Disabilities Act, the Americans with Disabilities Act and § 10. of the Rules.  If the award is made to a faith-based organization, the organization shall not discriminate against any recipient of goods, services, or disbursements made pursuant to the contract on the basis of the recipients religion, religious belief, refusal to participate in a religious practice, or on the basis of race, age, color, gender or national origin and shall be subject to the same rules as other organizations that contract with public bodies to account for the use of the funds provided; however, if the faith-based organization segregates public funds into separate accounts, only the accounts and programs funded with public funds shall be subject to audit by the public body. (the Rules §36.E.)

In every contract over $10,000 the provisions in 1. and 2. below apply:

1.
During the performance of this contract, the contractor agrees as follows:
a. 
The contractor will not discriminate against any employee or applicant for employment because of race, religion, color, sex, national origin, age, disability, or other basis prohibited by state law relating to discrimination in employment, except where there is a bona fide occupational qualification reasonably necessary to the normal operation of the contractor. The contractor agrees to post in conspicuous places, available to employees and applicants for employment, notices setting forth the provisions of this nondiscrimination clause.
b. 
The contractor, in all solicitations or advertisements for employees placed by or on behalf of the contractor, will state that such contractor is an equal opportunity employer.
c. 
Notices, advertisements and solicitations placed in accordance with federal law, rule or regulation shall be deemed sufficient for the purpose of meeting the requirements of this section.
2. 
The contractor will include the provisions of the foregoing paragraphs a, b, and c in every subcontract or purchase order of over $10,000, so that the provisions will be binding upon each subcontractor or vendor.
D. ETHICS IN PUBLIC CONTRACTING:  By submitting their proposals, Offeror’s certify that their proposals are made without collusion or fraud and that they have not offered or received any kickbacks or inducements from any other Offeror, supplier, manufacturer or subcontractor in connection with their proposal, and that they have not conferred on any public employee having official responsibility for this procurement transaction any payment, loan, subscription, advance, deposit of money, services or anything of more than nominal value, present or promised, unless consideration of substantially equal or greater value was exchanged.

E. IMMIGRATION REFORM AND CONTROL ACT OF 1986:  By submitting their proposals, Offeror’s certify that they do not and will not during the performance of this contract employ illegal alien workers or otherwise violate the provisions of the federal Immigration Reform and Control Act of 1986.

F. DEBARMENT STATUS:  By submitting their proposals, Offeror’s certify that they are not currently debarred by the Commonwealth of Virginia from submitting proposals on contracts for the type of goods and/or services covered by this solicitation, nor are they an agent of any person or entity that is currently so debarred.

G. ANTITRUST:  By entering into a contract, the contractor conveys, sells, assigns, and transfers to the Commonwealth of Virginia all rights, title and interest in and to all causes of action it may now have or hereafter acquire under the antitrust laws of the United States and the Commonwealth of Virginia, relating to the particular goods or services purchased or acquired by the Commonwealth of Virginia under said contract.

H. CLARIFICATION OF TERMS:  If any prospective Offeror has questions about the specifications or other solicitation documents, the prospective Offeror should contact the buyer whose name appears on the face of the solicitation no later than five working days before the due date.  Any revisions to the solicitation will be made only by addendum issued by the buyer.

I.  PAYMENT:
1.
To Prime Contractor:

a.
Invoices for items ordered, delivered and accepted shall be submitted by the contractor directly to the payment address shown on the purchase order/contract.  All invoices shall show the state contract number and/or purchase order number; social security number (for individual contractors) or the federal employer identification number (for proprietorships, partnerships, and corporations). 







b.
Any payment terms requiring payment in less than 30 days will be regarded as requiring payment 30 days after invoice or delivery, whichever occurs last.  This shall not affect offers of discounts for payment in less than 30 days, however.

c.
Each payment shall be accompanied by a detailed statement of its computation and the Contractor shall furnish supporting documentation to the University upon request;





  
d.

All goods or services provided under any subsequent contract or purchase order(s), that are to be paid for with public funds, shall be billed by the contractor at the contract price, regardless of which public agency is being billed.






e.

The following shall be deemed to be the date of payment: the date of postmark in all cases where payment is made by mail, or the date of offset when offset proceedings have been instituted as authorized under the Virginia Debt Collection Act.






f.

Unreasonable Charges.  Under certain emergency procurements and for most time and material purchases, final job costs cannot be accurately determined at the time orders are placed.  In such cases, contractors should be put on notice that final payment in full is contingent on a determination of reasonableness with respect to all invoiced charges.  Charges which appear to be unreasonable will be researched and challenged, and that portion of the invoice held in abeyance until a settlement can be reached.  Upon determining that invoiced charges are not reasonable, the Commonwealth shall promptly notify the contractor, in writing, as to those charges which it considers unreasonable and the basis for the determination.  A contractor may not institute legal action unless a settlement cannot be reached within thirty (30) days of notification.  The provisions of this section do not relieve the University of its prompt payment obligations with respect to those charges which are not in dispute (§ 42. of the Rules).

2.
To Subcontractors:  




a.
A contractor awarded a contract under this solicitation is hereby obligated:



(1)
To pay the subcontractor(s) within seven (7) days of the contractor’s receipt of 




payment from the University for the proportionate share of the payment received 




for work performed by the subcontractor(s) under the contract; or



(2)
To notify the University and the subcontractor(s), in writing, of the contractor’s 




intention to withhold payment and the reason.
b.
The contractor is obligated to pay the subcontractor(s) interest at the rate of one percent per month (unless otherwise provided under the terms of the contract) on all amounts owed by the contractor that remain unpaid seven (7) days following receipt of payment from the University, except for amounts withheld as stated in (2) above.  

c.
The date of mailing of any payment by U. S. Mail is deemed to be payment to the addressee.  These provisions apply to each sub-tier contractor performing under 


the primary contract.  A contractor’s obligation to pay an interest charge to a subcontractor may not be construed to be an obligation of the University.





3.

Each prime contractor who wins an award in which provision of a SWAM procurement plan is a condition to the award, shall deliver to the contracting agency or institution, on or before request for final payment, evidence and certification of compliance (subject only to insubstantial shortfalls and to shortfalls arising from subcontractor default) with the SWAM procurement plan.  Final payment under the contract in question may be withheld until such certification is delivered and, if necessary, confirmed by the agency or institution, or other appropriate penalties may be assessed in lieu of withholding such payment.

J. PRECEDENCE OF TERMS:  Paragraphs A‑J of these General Terms and Conditions shall apply in all instances.  In the event there is a conflict between any of the other General Terms and Conditions and any Special Terms and Conditions in this solicitation, the Special Terms and Conditions shall apply.

K. QUALIFICATIONS OF OFFEROR’S:  The University may make such reasonable investigations as deemed proper and necessary to determine the ability of the Offeror to perform the services/furnish the goods, and the Offeror shall furnish to the University all such information and data for this purpose as may be requested.  The University reserves the right to inspect Offeror’s physical facilities prior to award to satisfy questions regarding the Offeror’s capabilities.  The University further reserves the right to reject any proposal if the evidence submitted by, or investigations of such Offeror fails to satisfy the University that such Offeror is properly qualified to carry out the obligations of the contract and to provide the services and/or furnish the goods contemplated therein.

L. TESTING AND INSPECTION:  The University reserves the right to conduct any test/inspection it may deem advisable to assure goods and services conform to the specifications.

M. ASSIGNMENT OF CONTRACT:  A contract shall not be assignable by the contractor in whole or in part without the written consent of the University.

N. CHANGES TO THE CONTRACT:  

Changes can be made to the contract in any of the following ways:

1. The parties may agree in writing to modify the scope of the contract.  An increase or decrease in the price of the contract resulting from such modification shall be agreed to by the parties as a part of their written agreement to modify the scope of the contract.

2. The University may order changes within the general scope of the contract at any time by written notice to the contractor.  Changes within the scope of the contract include, but are not limited to, things such as services to be performed, the method of packing or shipment, and the place of delivery or installation.  The contractor shall comply with the notice upon receipt.  The contractor shall be compensated for any additional costs incurred as the result of such order and shall give the University a credit for any savings.  Said compensation shall be determined by one of the following methods:

(1) By mutual agreement between the parties in writing; or

(2) By agreeing upon a unit price or using a unit price set forth in the contract, if the work to be done can be expressed in units, and the contractor accounts for the number of units of work performed, subject to the University’s right to audit the contractors’ records and/or to determine the correct number of units independently; or

(3) By ordering the contractor to proceed with the work and keep a record of all costs incurred and savings realized.  A markup for overhead and profit may be allowed if provided by the contract.  The same markup shall be used for determining a decrease in price as the result of savings realized.  The contractor shall present the University with all vouchers and records of expenses incurred and savings realized.  The University shall have the right to audit the records of the contractor as it deems necessary to determine costs or savings.  Any claim for an adjustment in price under this provision must be asserted by written notice to the University within thirty (30) days from the date of receipt of the written order from the University.  If the parties fail to agree on an amount of adjustment, the question of an increase or decrease in the contract price or time for performance shall be resolved in accordance with the procedures for resolving disputes provided by the Disputes Clause of this contract or, if there is none, in accordance with the disputes provisions of the Commonwealth of Virginia Purchasing Manual for Institutions of Higher Education and their Vendors.  Neither the  existence of a claim nor a dispute resolution process, litigation or any other provision of this contract shall excuse the contractor from promptly complying with the changes ordered by the University or with the performance of the contract generally.

O. DEFAULT:  In case of failure to deliver goods or services in accordance with the contract terms and conditions, the Commonwealth, after due oral or written notice, may procure them from other sources and hold the contractor responsible for any resulting additional purchase and administrative costs.  This remedy shall be in addition to any other remedies which the Commonwealth may have.

P.  TAXES:  Sales to the Commonwealth of Virginia are normally exempt from State sales tax.  State sales and use tax certificates of exemption, Form ST-12, will be issued upon request.  Deliveries against this contract shall usually be free of Federal excise and transportation taxes

Q. INSURANCE:  By signing and submitting a proposal under this solicitation, the Offeror certifies that if awarded the contract, it will have the following insurance coverage at the time the contract is awarded.  If any subcontractors are involved and only when and if work is to be performed on property owned and/or leased by the University, the subcontractor will have worker’s compensation insurance in accordance with  11-46.3 and 65.2-800 et seq. of the Code of Virginia.  The Offeror further certifies that the contractor and any subcontractors will maintain this insurance coverage during the entire term of the contract and that all insurance coverage will be provided by insurance companies authorized to sell insurance in Virginia by the Virginia State Corporation Commission.

MINIMUM INSURANCE COVERAGES AND LIMITS REQUIRED:

1. Worker's Compensation - Statutory requirements and benefits.  Coverage is compulsory for 
employers of three or more employees, to include the employer. Contractors who fail to notify the Commonwealth of increases in the number of employees that change their workers’ compensation requirements under the Code of Virginia during the course of the contract shall be in noncompliance with the contract.

2.
Employer’s Liability - $100,000.

3. Commercial General Liability - $1,000,000 per occurrence.  Commercial General Liability is to include bodily injury and property damage, personal injury and advertising injury, products and completed operations coverage.  The Commonwealth of Virginia must be named as an additional insured and so endorsed on the policy.





4.
Automobile Liability - $1,000,000 per occurrence. (Only used if motor vehicle is to be used in the contract.)

R. ANNOUNCEMENT OF AWARD: Upon the award or the announcement of the decision to award a contract as a result of this solicitation, the University will publicly post such notice on the eVA VBO website for a minimum of 10 days.

S. DRUG-FREE WORKPLACE: During the performance of this contract, the contractor agrees to (i) provide a drug-free workplace for the contractor’s employees; (ii) post in conspicuous places, available to employees and applicants for employment, a statement notifying employees that the unlawful manufacture, sale distribution, dispensation, possession, or use of a controlled substance or marijuana is prohibited in the contractors workplace and specifying the actions that will be taken against employees for violations of such prohibition; (iii) state in all solicitation or advertisements for employees placed by or on behalf of the contractor that the contractor maintains a drug-free workplace; and (iv) include the provisions of the foregoing clauses in every subcontract or purchase order of over $10,000, so that the provisions will be binding upon each subcontractor or vendor.

For the purposes of this section a drug-free workplace means a site for the performance of work done in connection with a specific contract awarded to a contractor in accordance with this chapter, the employees of whom are prohibited from engaging in the unlawful manufacture, sale, distribution, dispensation, possession or use of any controlled substance or marijuana during the performance of the contract.

T. NONDISCRIMINATION OF CONTRACTORS: A bidder, Offeror, or contractor shall not be 

discriminated against in the solicitation or award of this contract because of race, religion, color, sex, national origin, age, or disability or against faith based organizations.  If the award of this contract is to a faith-based organization and an individual, who applies for or receives goods, services, or disbursements provided pursuant to this contract objects to the religious character of the faith-based organization from which the individual receives or would receive the goods, services, or disbursements, the public body shall offer the individual , within a reasonable period of time after the date of his objection, access to equivalent goods, services, or disbursements from an alternative provider.

U. eVA BUSINESS-TO-GOVERNMENT VENDOR REGISTRATION:  The eVA Internet electronic procurement solution, web site portal www.eva.state.va.us, streamlines and automates government purchasing activities in the Commonwealth.  The portal is the gateway for vendors to conduct business with state agencies and public bodies.  All vendors desiring to provide goods and/or services to Old Dominion University shall participate in the eVA Internet e-procurement solution either through the eVA Basic Vendor Registration Service or eVA Premium Vendor Registration Service.  All offerors must register in eVA; failure to register will result in the bid being rejected.  



1.
eVA Basic Vendor Registration Service:  $25 Annual Fee plus a Transaction Fee of 1% per order received.  The maximum transaction fee is $500 per order.  eVA Basic Vendor Registration Service includes electronic order receipt, vendor catalog posting, on-line registration, and electronic bidding. 



2.
eVA Premium Vendor Registration Service:  $200 Annual Fee plus a Transaction Fee of 1% per order received. The maximum transaction fee is $500 per order.  eVA Premium Vendor Registration Service includes all benefits of the eVA Basic Vendor Registration Service plus automatic email or fax notification of solicitations and amendments, and ability to research historical procurement data, as they become available.

V.
SPECIAL TERMS AND CONDITIONS:
A. ADVERTISING:  In the event a contract is awarded for supplies, equipment, or services resulting from this proposal, no indication of such sales or services to Old Dominion University will be used in product literature or advertising.  The contractor shall not state in any of its advertising or product literature that the Commonwealth of Virginia or any agency or institution of the Commonwealth has purchased or uses its products or services.

B. AUDIT:  The contractor shall retain all books, records, and other documents relative to this contract for five (5) years after final payment, or until audited by the Commonwealth of Virginia, whichever is sooner.  The University, its authorized agents, and/or state auditors shall have full access to and the right to examine any of said materials during said period.

C. AVAILABILITY OF FUNDS:  It is understood and agreed between the parties herein that the University shall be bound hereunder only to the extent of the funds available or which may hereafter become available for the purpose of this agreement.

D. BEST AND FINAL OFFER (BAFO):  At the conclusion of negotiations, the Offeror(s) may be asked to submit in writing, a best and final offer (BAFO).  After the BAFO is submitted, no further negotiations shall be conducted with the Offeror(s).  The Offeror’s proposal will be rescored to combine and include the information contained in the BAFO.  The decision to award will be based on the final evaluation including the BAFO.

E. CANCELLATION OF CONTRACT:  The University reserves the right to cancel and terminate any resulting contract, in part or in whole, without penalty, upon 60 days written notice to the contractor.  In the event the initial contract period is for more than 12 months, the resulting contract may be terminated by either party, without penalty, after the initial  12 months of the contract period upon 60 days written notice to the other party.  Any contract cancellation notice shall not relieve the contractor of the obligation to deliver and/or perform on all outstanding orders issued prior to the effective date of cancellation.

F.  INDEMNIFICATION:  Contractor agrees to indemnify, defend and hold harmless the Commonwealth of Virginia, its officers, agents, and employees from any claims, damages and actions of any kind or nature, whether at law or in equity, arising from or caused by the use of any materials, goods, or equipment of any kind or nature furnished by the contractor/any services of any kind or nature furnished by the contractor, provided that such liability is not attributable to the sole negligence of the University  or to failure of the University to use the materials, goods, or equipment in the manner already and permanently described by the contractor on the materials, goods or equipment delivered.

G. IDENTIFICATION OF PROPOSAL ENVELOPE:  If a special envelope is not furnished, or if return in the special envelope is not possible, the signed proposal should be returned in a separate envelope or package, sealed and identified as follows:

From:                                                                

  July 16, 2010
NLT 2:00 PM Local Time  



                   Name of Offeror



     Due Date

Time



                                                                 

          11-221-005-HRS
   


                Street or Box Number

       
         
RFP No. 


                                                                 

DL Website Redesign Initiative    


               City, State, Zip Code



RFP Title

Name of Contract/Purchase Officer or Buyer: Harry R. Smithson, Jr., CPPO, VCCO, VCO, Procurement Services Manager                                     
The envelope should be addressed as directed on Page 1 of the solicitation.  If a proposal not contained in the special envelope is mailed, the Offeror takes the risk that the envelope, even if marked as described above, may be inadvertently opened and the information compromised which may cause the proposal to be disqualified.  Proposals may be hand delivered to the designated location in the office issuing the solicitation.  No other correspondence or other proposals should be placed in the envelope.

H. RENEWAL OF CONTRACT:   This contract may be renewed by the University for two (2) successive one-year periods under the terms and conditions of the original contract except as stated in 1. and 2. below.  Price increases may be negotiated only at the time of renewal.  Written notice of the University’s intention to renew shall be given approximately 90 days prior to the expiration date of each contract period.

1. If the University elects to exercise the option to renew the contract for an additional one-year period, the contract price(s) for the additional one year shall not exceed the contract price(s) of the original contract increased/decreased by more than the percentage increase/decrease of the Other Services category of the CPI-W section of the Consumer Price Index of the United States Bureau of Labor Statistics for the latest twelve months for which statistics are available.

2. If during any subsequent renewal periods, the University elects to exercise the option to renew the contract, the contract price(s) for the subsequent renewal period shall not exceed the contract price(s) of the previous renewal period increased/decreased by more than the percentage increase/decrease of the Other Services category of the CPI-W section of the Consumer Price Index of the United States Bureau of Labor Statistics for the latest twelve months for which statistics are available.

I. WARRANTY (COMMERCIAL):  The contractor agrees that the goods or services furnished under any award resulting from this solicitation shall be covered by the most favorable commercial warranties the contractor gives any customer for such goods or services and that the rights and remedies provided therein are in addition to and do not limit those available to the University by any other clause of this solicitation.  A copy of this warranty should be furnished with the proposal.

VI.

EVALUATION AND AWARD CRITERIA:
A. Evaluation Criteria:


The following criteria shall be used in determining the most advantageous Offeror(s) for the services specified herein:





1.
Experience:






a)
Demonstrated ability to provide services specified at a minimum of five (5) institutions and/or organizations comparable in size, diversity, and breadth of academic offerings and/or industries to Old Dominion University, to also include established familiarity with:

i. The University and its operating environment;

ii. The Office of Distance Learning’s current website and University’s website redesign initiative;

iii. The Commonwealth of Virginia; and 

iv. Virginia Higher Education System







b)
Demonstrated experience in managing website design teams and designing and developing creative 







websites;

2.

Capability and Skills:


a)
Proven capabilities in database design;

b)
Proven capabilities in web design;

c)
Proven capabilities in database integration;

d)
Creative website design options in a higher education environment; and

e)
Qualifications of Management Team – identify and provide resumes and work/contract history for:








i.
The project team(s) proposed for creative concepts, technical development and execution; and







ii.
Management team(s), to include project manager.
3. Approach and Methodology for:


a)
A collaborative approach to website design and development; and





b)
Strategic approach to project implementation and management that facilitates rapid implementation in phased approach, rolling out capabilities as they are tested.
4. Responsiveness to the Request for Proposal:

Response should be clear and concise; meeting all of the elements requested herein, specifically Section III., Statement of Needs, and including the preparation of submittal.

5. Cost:

For the purposes of this contract, costs should be provided in terms of man hours by significant project activity per list below:

a) Defining multiple website frameworks, e.g., prospective student, current student, alumni, 
    partners, etc. (estimated hours to complete: task 80 hours)

b) Designing database to feed content into web pages  (estimated hours to complete task: 300-400 
    hours)

c) Establishing design and developer team (consisting of ODU Distance Learning staff and Vendor

    staff, lead by vendor provided project manager) (estimated hours to complete: task 20 hours)

d) Populating web pages, while transitioning away from vendor staff to ODU Distance Learning 
    staff as feasible. (estimated hours to complete task: 2-3 hours per page x 150 pages)

e) Providing a review area to review developed pages prior to launching live (estimated hours to 
    complete task: 150 – 200 hours)

f) Providing testing and quality assurance (estimated hours to complete task: 200 hours)

g) Providing project management (estimated hours to complete task: 500)



Note:

Total estimated hours = approximately 2000 hours.

6. Small, Women, and Minority Business (SWAM) Plan:

Offeror’s shall provide a detailed plan outlining how they may utilize SWAM vendors for the successful performance of any resulting contract(s).  The Plan should include:

a) detailed summary of SWAM participation during current and/or past contracts;

b) plan use of SWAM vendors for any resulting contract(s) from this solicitation;

c) summary and plan should include:

i. The names and SWAM classification of each vendor;

ii. Number of years that the SWAM vendor has been used; and

iii. The dollar amount paid to each SWAM vendor


B.
Award:



Selection shall be made of two or more Offerors deemed to be fully qualified and best suited among those submitting



proposals, on the basis of the factors involved in the Request for Proposal, including price if so stated in the Request for 


Proposal. Negotiations shall then be conducted with each of the Offerors so selected. Price shall be considered, but need not 


be the sole determining factor. After negotiations have been conducted with each Offeror so selected, the Institution shall 
            select the Offeror which, in its opinion, has made the best proposal, and shall award the contract to that Offeror      

             (the Rules §4. Definitions). When the terms and conditions of multiple awards are so provided in the Request for Proposal,  

            awards may be made to more than one 
Offeror. Should the Institution determine in writing and in its sole discretion that 
            only one Offeror has made the best proposal, a contract may be negotiated and awarded to that Offeror.
VII. PROPOSAL PREPARATION AND SUBMISSION REQUIREMENTS

A.
General Guidelines:

1. In order to be considered for selection, Offeror’s must submit a complete response to this RFP.  One original and 10   copies of each proposal must be submitted to the Issuing Agency.  Additionally, each Offeror shall provide one response on CD-ROM.  No other distribution of the proposal shall be made by the Offeror.  

2. Each copy of the proposal should be bound or contained in a single volume where practical.  All documentation submitted with the proposal should be included.

3. Proposals shall be signed by an authorized representative of the Offeror.  All information requested should be submitted.  Failure to submit all information requested may result in the University requiring prompt submission of missing information and/or giving a lowered evaluation of the proposal.  Proposals which are substantially incomplete or lack key information may be rejected by the University.  Mandatory requirements are those required by law or regulation or are such that they cannot be waived and are not subject to negotiation.

4. All proposals shall be received and time stamped in the Issuing Office no later than the Closing Date and Time shown on the cover page of this Request for Proposal.  Any proposal received after the specified date and time shall not be considered and shall be returned unopened to the Offeror.

5. Oral Presentation: Offeror’s who submit a proposal in response to this RFP may be required to give an oral presentation of their proposal to the University.  This provides an opportunity for the Offeror to clarify or elaborate on the proposal.  This is a fact finding explanation session only and may include initial negotiation.  The Issuing State agency will schedule the time and location of these presentations.  Oral presentations are an option of the University and may or may not be conducted.

6. An Offeror receiving a Request for Proposal from a source other than the Issuing Office should contact the Issuing Office to become an Offeror of record before submitting a proposal.

7. All information requested by this RFP on the ownership, utilization and planned involvement of small businesses, women owned businesses and minority-owned businesses must be submitted.  If an Offeror fails to submit all information requested the Issuing agency may require prompt submission of missing information after the receipt of vendor proposals.

8. Proposals should be organized in the order in which the requirements are presented in the RFP.  All pages of the proposals should be numbered.  Each paragraph in the proposal should reference the paragraph number of the corresponding section of the RFP.  It is also helpful to cite the paragraph number sub letter, and repeat the text of the requirement as it appears in the RFP.  If a response covers more than one page, the paragraph number and sub letter should be repeated at the top of the next page.  The proposal should contain a table of contents which cross references the RFP requirements.  Information which the Offeror desires to present that does not fall within any of the requirements of the RFP should be inserted at an appropriate place or be attached at the end of the proposal and designated as additional material.  Proposals that are not organized in this manner risk elimination from consideration if the evaluators are unable to find where the RFP requirements are specifically addressed.

9. Ownership of all data, materials and documentation originated and prepared for the University pursuant to the RFP shall belong exclusively to the university and be subject to public inspection in accordance with the Virginia Freedom of Information Act, Chapter 37 (§ 2.2-3700 et seq.) of Title 2.2 of the Code of Virginia.  Trade secrets or proprietary information submitted by an Offeror shall not be subject to public disclosure under the Freedom of Information Act; however, the Offeror must invoke the protections of Section 11-52D of the Code of Virginia, in writing either before or at the time the data or other material is submitted.  The written notice must specifically identify the data or materials to be protected and state the reasons why protection is necessary.  The proprietary or trade secret material submitted must be identified by some distinct method such as highlighting or underlining and must indicate only the specific words, figures, or paragraphs that constitute trade secret or proprietary information.  The classification of an entire proposal document, line item prices and/or total proposal prices as proprietary or trade secrets is not acceptable and will result in rejection of the proposal.

B. Submission of Proposals:

   Offeror’s are required to submit the following items as a complete proposal:




1.
The return of the RFP cover sheet and all addenda acknowledgments, if any, signed and 



filled out as required;





2.
Complete Pricing Page, Contractor Data Sheet, Past SWAM Plan(s), Proposed SWAM Plan, 






and Substitute W-9 Form, included as attachments to the RFP, and other specific items or data 






requested in the RFP;



3.
Written narrative statements to include how the Offeror plans to successfully meet the objectives and requirements defined herein, specifically those stated in the “Statement of Needs”, and as defined in Section VI. A., “Evaluation Criteria”, as follows:






a)
Experience; 






b)
Capability and Skills;






c)
Approach and Methodology






d)
Responsiveness;       






e)
Costs; and  






f)
SWAM Plan

C.
 Exceptions:

Offeror’s must discuss any issues (referenced by paragraph. #) with which they disagree or wish to clarify

position.  Failure to list these items in your proposal will be interpreted to mean that the Offeror is in full

agreement with the terms, conditions, statement of needs, and all other requirements of this RFP. 

D.
Oral Presentations:
If necessary, selected Offeror’s will be notified at least five (5) working days in advance of the time and place for oral presentations. The undersigned has read and understands the entire Request for Proposal and that the proposal being submitted is in response to the University’s Request for Proposal

 #11-221-0005-HRS.

VIII. CONTRACT PRICING:

Offerors shall complete the following “Contract Pricing Schedule” to provide the services specified herein.  The schedule includes the cost components identified in Section VI.A.5., Evaluation Criteria, “Cost”.  The information provided will be included in the evaluation process, but shall not be the sole determining factor for any subsequent contract award.  Additionally, all proposed pricing components can and may be negotiated, as necessary, to meet the needs and requirements of the University.

When developing the Contract Pricing Schedule, Offeror’s should base their costs, calculations and projections on contracts

having similar scope and requirements.  If Offeror feels there is a need to provide pricing for additional service components not 
specified herein, they may do so, but such pricing shall be presented separately for the Contract Pricing Schedule below:
	Project Activity
	Estimated Hours
	Rate per Hour
	Total Cost for Project Activity

	Defining Multiple Website Frameworks (5.a.)
	80
	$
	$

	Designing Database to Feed Content into Web Pages (5.b.)
	350
	$
	$

	Establishing Design and Development Team (5.c.)
	20
	$
	$

	Populating Web Pages (5.d.)
	375
	$
	$

	Review of Developed pages Prior to Launch (5.e.)
	175
	$
	$

	Testing & Quality Assurance (5.f.)
	200
	$
	$

	Project Management (5.g.)
	500
	$
	$

	
	

	Total Projected Project Cost:
	$


ATTACHMENT A 




CONTRACTOR DATA SHEET



RFP 11-221-0005-HRS

QUALIFICATIONS OF OFFEROR: Offeror’s must have the capability and capacity in all respects to fully satisfy the contractual requirements.

Indicate the length of time you have been in business providing this type of service. _________________ Years ____________ Months

Provide a list of current references, either University, Educational Institutions, and/or other companies that your firm is servicing.  Include the length of service, dollar volume, year contract was entered into, and the name and address of the person the State has your permission to contact.  Such listing shall be comprehensive of your firm's entire customer base and can be formatted as follows:

CURRENT ACCOUNTS:

	Account Name, Address & Phone #
	Length of Service
	$Volume/Year


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


LOST ACCOUNTS:

	Account Name, Address & Phone #
	Length of Service
	$Volume/Year


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


ATTACHMENT B


CONFLICT OF INTEREST STATEMENT
RFP 11-221-0005-HRS

Ensure that the solicitation is thoroughly read and completed. Complete, sign and return the information requested below with your proposal. FAILURE TO FURNISH THIS DATA MAY RESULT IN DECLARING YOUR PROPOSAL NON-RESPONSIVE.

NAME:_____________________________________________________________________
ADDRESS:__________________________________________________________________
CITY/STATE:________________________________________________________________
TELEPHONE NUMBER:_______________________________________________________
FEDERAL ID NUMBER (FIN):___________________________________________________
THE ABOVE FIRM IS A: (CHECK, AS APPLICABLE)

(  )
SMALL BUSINESS



(  )  INDIVIDUAL BUSINESS

(  )
WOMAN-OWNED BUSINESS
(  )  SOLE PROPRIETORSHIP

(  )
MINORITY-OWNED BUSINESS
(  )  PARTNERSHIP        

(  )
SHELTERED WORKSHOP

(  )  CORPORATION        

RELATIONSHIP WITH THE COMMONWEALTH OF VIRGINIA:

IS ANY MEMBER OF THE FIRM AN EMPLOYEE OF THE COMMONWEALTH OF VIRGINIA WHO HAS A PERSONAL INTEREST IN THIS CONTRACT PURSUANT TO THE CODE OF VIRGINIA, SECTION 2.1-639.1 - 639.24?  (  ) YES (  ) NO

IF YES, EXPLAIN:

SIGNATURE OF OFFEROR


DATE

Please tell us how you received this solicitation:

(  )
It was mailed to you directly.

(  )
You requested a copy through the Virginia Business Opportunities.

(  )
You obtained a copy through the Tidewater Regional Minority Purchasing Council.

(  )
You obtained a copy from the Virginia Department of Minority Business Enterprise.

(  )
Other (please specify)                                              .

ATTACHMENT C

Past SWAM Reporting / Participation

RFP 11-221-0005-HRS

List women-owned, minority-owned, or small businesses with which the Offeror has contracted or done business and dollar amounts spent with each of these businesses in the most recent 12-month period for which data is available. Offeror’s are encouraged to provide additional information and expand upon the following format:

   PERIOD:
FROM:




TO:                                         
	Firm Name
	Firm Address
	Firm Phone Number
	Contact Person
	Dollar Amounts
	% Total Expenditures for Goods & Services

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	*  

Indicate W - if women-owned, M - minority-owned, or S - small business. 


|

ATTACHMENT D


Planned SWAM Participation

RFP 11-221-0005-HRS

List women-owned, minority-owned, or small businesses with which the Offeror plans to contract or do business with during the performance of this contract.  Please include anticipated dollar amounts to be spent with each of the listed businesses during the first 12-month period of the contract. Offeror’s are encouraged to provide additional information and expand upon the following format:

PERIOD:

FROM:





TO:                                         
	Firm Name
	Firm Address
	Firm Phone Number
	Contact Person
	Dollar Amounts
	% Total Expenditures for Goods & Services

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	*  

Indicate W - if women-owned, M - minority-owned, or S - small business. 


Substitute Form W-9 (July 2001).   Please return this form with RFP 11-221-0005-HRS package.

Each person or organization doing business with Old Dominion University must provide the following information.  

	Person Requesting W-9:

 ______________________________________________
	E-mail Address:  

____________________________


	Check Only One:
	
	Social Security #

__________________
	
	Employer Identification #

______________________

	​​  Individual

  Sole Proprietor

  Partnership

Corporation

  Government Agency

  Other 


	
	                               and


	
	


ENTER THE FOLLOWING:
Legal Name: 













  



(must match the Social Security Number, if Applicable)
Trade Name:















(must match the Employer Identification Number, if Applicable)
Mailing Address:     














Contact Person:  







    Telephone No. -  (       )




Please Answer the Following Questions:
Is your organization (association, club, religious, charitable, educational, or other group) tax exempt under IRS Code Section 501(a)?   



  YES     or     

  NO

Are you a Real Estate Agent?  


  YES     or     

  NO
Is your business a Minority owned Business?   


  YES     or     

  NO

Certification:   Under penalties of perjury, I certify that:
(1) The number(s) shown on this form is my correct taxpayer identification number(s) (or I am waiting for a number to be issued to me), and (2) I am not subject to backup withholding either because I have not been notified that I am subject to backup withholding as a result of a failure to report all interests, dividends, or the Internal Revenue Service has notified me that I am no longer subject to backup withholding.

You must cross out item (2) above if you have been notified by IRS that you are currently subject to backup withholding because of under-reporting interest or dividends on your tax return. 
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