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[bookmark: _GoBack]Request for Proposal
For Accredited Program Quality and Data Collection System

The following Request for Proposal (RFP) is issued by Special Olympics International (SOI) for the selection, installation, coordination, and training required for the installation of a new Accredited Program Quality and Data Collection System.
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SOI is a global non-profit organization with a mission to provide year-round sports training and athletic competition in a variety of Olympic-type sports for children and adults with intellectual disabilities, giving them continuing opportunities to develop physical fitness, demonstrate courage, experience joy and participate in a sharing of gifts, skills and friendship with their families, other Special Olympics athletes and the community. 
  
Section II - Statement of Purpose
A. In keeping with its 2011 – 2015 Strategic Plan (www.specialolympics.com/intro-to-strategic-plan), SOI has begun enhancing or implementing a wide range of initiatives with its Special Olympics Accredited Programs, each of which is a separate legal entity in various countries or US States.  This work calls for stronger capabilities in tracking and analyzing quality and metrics in an accurate and timely manner to inform operational planning and decision-making as implementation of the Strategic Plan continues.   The vision is to have a tool for gathering existing and proposed metrics from Accredited Programs in a way that makes providing the data as easy as possible and makes high-quality, relevant statistics and analysis available to all levels of management.   To achieve this goal, the Movement Leadership and Integration team at SOI must provide a very user-friendly system that is instantly available and straightforward for Accredited Programs to update online, or prepare data offline for subsequent upload; introduce metrics that support tracking and reporting on new strategic directions and on Accredited Program Quality; enable a more streamlined approach to managing the process of gathering data from Accredited Programs; establish a reporting method that is easily accessible to relevant staff, which provides for multi–dimensional views, and contains a user friendly interface for report creation, generation and modification.  Finally, SOI must expand our use of current technology to increase the efficiency of the organization as a whole.

Section III - SOI’s Current Program Quality and Data Collection System 
A. SOI has a Program Development System (PDS), originally developed in 2001, that was designed to support the development of Accredited Programs by providing descriptions of a wide range of developmental components and enabling tracking and planning against these components.  This ‘Developmental Profile’ still forms the backbone of the system, but the fact that PDS was being rolled out to Accredited Programs for development work also led to its choice as the host system for an annual data gathering/metric tracking tool (referred to as the ‘census’ from here on).   Since then the census tool has been used to gather data on an ever-increasing Special Olympics population and activity set – for example, the number of athletes in Special Olympics has grown from approximately 1 million at the time that the census was introduced to 4 million today.

B. The PDS Developmental Profile consists of 12 components, as follows: Athletes, Coaches, Volunteers, Families, Sports Training & Competition, Governance, Organizational Development, Fundraising, Finance, Information Technology, Strategic Planning, Public Relations.  Each of these is then broken down into four levels of quality descriptors – emerging, progressing, developed and advanced – which allow staff, or an Accredited Program itself, to describe the level of development or quality that the Accredited Program has achieved.  The number of descriptors at each level varies significantly, from no descriptors up to 10 descriptors for each level (there are over 300 descriptors in total across the 12 components).  The system also has an ‘action plan’ section that enables the creation of an action plan based on the Accredited Program’s Developmental Profile (the combined view of ratings of developmental or quality level) at that point in time.

C. The Development Profile part of the current PDS was initially used quite widely, and the majority of Accredited Programs input the data required to create a Developmental Profile and related action plan.  Over time the use of the PDS for this purpose has steadily declined, most likely because over-stretched Organizational Development staff have not always been able to follow up on it, Accredited Programs have not generally been proactive in using the tool for self-assessment, and the PDS technology platform has not been updated over the years.   There may be a number of other factors at play, but the end result is that this part of the PDS is now used mainly as a reference point for indicators of developmental level or quality, without being used as a means of documenting or tracking an Accredited Program’s quality level.

D. The census collection tool consists of two parts.  The first part, known as a Program Information Profile (PIP), gathers high-level data on numbers of sports, athletes, coaches, volunteers and families, and financial data, for a particular Accredited Program.  The second part is known as the Athletes Participation Survey (APS), which gathers detailed information on participation levels in each sport and competition, and participation in non-sport initiatives and projects, broken down by gender and by age, again all at Accredited Program level.  

E. Nominated representatives from each of the 220 Accredited Programs around the world provide SOI with annual census data from the preceding year between January and March.  The majority of Accredited Programs input this data by entering the PIP data directly into the system, and by downloading the APS, completing it in Excel, and then uploading it at a later date.  However, a significant portion of Accredited Programs, primarily due to poor access to IT facilities and/or the Internet, receive the PIP and APS (in Microsoft Word and Excel respectively) from their relevant SOI Regional office.  They then compile the information entirely offline and send it back to their Regional office.  Regional representatives must also manually translate collection tools into relative languages prior to distribution and re-translate to English prior to completion.     

Census data may be downloaded from the Special Olympics Games Management System that is used to track athlete performance and manage competitions (GMS); however the latest version of GMS has proven to be unreliable as a census reporting tool.  Many Accredited Programs reported incorrect and/or the duplication of athlete and participant numbers as a result of directly exporting data from GMS for census reporting requirements.  

F. End users of the census tool are provided with a set of census input guidelines prior to the census start date.  The guidelines provide both input instructions and definitions of data required.  As the census has evolved the guidelines have grown, and now run to 23 pages.   Established data requests (e.g. number of Special Olympics athletes) are no longer problematic for Accredited Programs and the rate of interpretation error is low.  Based on ad hoc staff investigation of data returned by Accredited Programs, it is clear that interpretation of new data requests (e.g. number of youth in a leadership role) is much more varied.  While a learning curve is natural, one concern is that a lengthy, separate guideline document is not being read or used by Accredited Programs in some cases.

G. Submitted data is checked by SOI Regional staff, which revert to Accredited Programs for further clarification if the data set is incomplete or appears inaccurate.  Excel was chosen as the data compilation solution because it is used by the majority of Accredited Programs, regardless of their size or relative wealth.   Once the data has been validated across all Accredited Programs, the APS census tool is locked down to prevent further modification of data.  The PIP census tool cannot be locked, however Accredited Programs are asked to not update information beyond a specified date.  This is to allow for preparation of the annual Special Olympics Reach Report, which provides an overview of data trends and analysis based on census submissions.  It also ensures that the data on the system matches the Reach Report after the Reach Report is published – this data, or analysis based on the data, is often viewed or requested for the remainder of a given year.  The data is also accessed by SOI Headquarters, SOI Regional , and Accredited Program level staff members that are not directly involved with the census process.

H. The Program Development and census tool platform, PDS, was built using HTML, ASP, XML, and XSLT in the presentation layer, Visual Basic and COM+ components in the business/application layer, and SQL Server as the backend database for data layer.  It is a Microsoft Windows based application, using both HTML and Crystal Reports to implement various reports.   The level of investment in PDS over the years has been low and as a consequence, it has not kept pace with recent developments in technology.  It currently sits on a Microsoft Windows 2000 Server, although it is no longer stable and often ‘down’, which is naturally problematic during the peak census data collection periods in particular.   Attempts to move the application to a Microsoft Server 2008 environment have not proven successful.   Any changes to the system require work by an external developer, rather than being implemented by the in-house census manager.  Crystal Reports functionality is also currently inoperative.  

I. Although the Census Manager produces Accredited Program scorecards for one Region (North America), the ability to provide custom analysis and reporting to support business operations is limited.  This largely relates to the fact that creation of custom output is entirely manual at present – figures are taken from the system and used to populate excel sheets in accordance with the requested output.  The number of requests for analysis or specific data sets is increasing all the time, as more and more metrics are required as a result of strategic initiatives.  The most critical of these metrics have been added to the current census tool – this has become more difficult because some are suited to quantifiable metric collection, whereas others are more qualitative in nature, and room for adaptation of the current APS configuration to meet new requirements is limited.  

J. As referenced earlier, use of the Program Development aspect of the PDS is now infrequent, but the need for describing, encouraging and tracking improvements in Accredited Program Quality has not diminished.  If anything, the need is greater now as Special Olympics matures and seeks further growth and development, both to ensure that high operational standards are set and communicated to Accredited Programs, and to serve as a working tool for identification of and action on areas for improvement in each Accredited Program.   

Section IV - Scope of Work
A. The selected vendor shall provide all labor, software licenses and material (tangible and intangible) for the design, installation, configuration, coordination, data migration, training, and provide ongoing technical support for the successful implementation of a two part system: 
a. One part will set out various levels of quality standards for components of work (e.g. Fundraising), and will allow Accredited Programs or staff members to rate the level of quality that has been achieved for each standard
b. The other part will enable collection of census data for each Accredited Program 
B. The system will need to meet the requirements outlined below.   The software licenses, installation, migration, training and support for the segments of the system listed in the table below shall be outside of the scope of this RFP:

	Item
	Provider

	Specific competition details
	Special Olympics Games Management System

	Financial Reporting including Grants & Program Reporting
	Cognos FSR


	Athlete database
	Special Olympics Games Management System (SOI); Bespoke systems at Accredited Program level

	Volunteer database
	Bespoke systems at Accredited Program level

	Families database
	Bespoke systems at Accredited Program level


	
C. From the above systems, the vendor will be responsible for assisting in, and the coordination of, the integration of the proposed system with the Special Olympics Games Management System and Cognos.  The purpose is to connect and integrate these systems for generating reports.  However, the vendor will not be responsible for installation, data migration, or training of any of the above referenced systems.  

D. Data Migration Required – the following items must be migrated from the existing census system into the proposed system.  Certain aspects of the migration will require coordination between the vendor and the PDS developer.  Pricing should be provided based upon transfer of numerical values.
a. PIP data for the period of 2002 to 2011 
b. APS data for 2002 to 2011
c. Ability to run historical ad hoc reports for 2002-2011 PIP and APS data
d. Seamless transfer of current PDS usernames/passwords 
				
Section V - System Requirements
A. Any solution provided must meet the following requirements:
a. System must allow creation of new Accredited Programs (and sub-programs) with basic data such as address, key contact details, Region to which Accredited Program is accredited.  Must also be possible to edit, remove or hide Accredited Programs 
b. Allocation of unique ID/log-ins per Accredited Program in simple format, multiple user IDs possible per Accredited Program
c. Easy tracking of user training, including alerts when users are due training (e.g. new user, or refresher for existing user) 
d. Users should see or easily drill down to definitions of requested data incorporated within the database (rather than a separate document).  The definitions should be easy for an administrator to update without technical help
e. Users should see a simple, easy to use graphical interface, suited to use regardless of technology proficiency and in locations with poor internet access
f. System should provide for input, tracking and reporting of both quality standards/ indicators, by component and level of quality, and census data/metrics.  Both the quality standards and census data should be possible to input for a standalone Accredited Program, and to view, analyze and report on by single Accredited Program, by custom group of Accredited Program, by Special Olympics Region (our Operations are split into seven geographic Regions) or for all Accredited Programs.
g. System must allow SOI to add/edit/hide/remove data fields (either quality standards or census data) at any time and for these changes to reflect automatically in dashboards and reports without extensive programming
h. System should allow for the creation of homepage 'dashboards' - in the Accredited Program (end-user) view to allow quick-view of 'program health', and in the Administrator view to allow quick-view of data entry status
i. System must enable use of conditional questions for dependency-based multi-part metric collection
j. Provide for attachment and submission of documents (PDF, excel or word-based) such as operational plans, budgets or survey responses
k. Ability to set and manage automated workflows and sign-off levels (e.g. at Regional level prior to review at SOI headquarters) within system
l. System should allow the setting of automated or manual task delegations and reminder flags to end-users which the end-user receives as an email with hyperlink to system log-in
m. System must provide for auto-calculation of data totals by Accredited Program, by Region, by item across all Accredited Programs, etc.
n. System should allow for the seamless import of transaction data from Accredited Programs or other outside parties in a standard readable file format (excel, text, csv)  
o. Must have ability to interface with other systems such as Special Olympics Games Management Software
p. System must allow for the data to be pulled from Cognos (or similar) as well as allowing Cognos (or similar) to pull data from the system to allow for consolidated reporting
q. Ability to set 'required' data fields with explanatory warning notification to end user if the data is not entered
r. System to flag unusual variations from previous similar data for end-users or administrators, e.g. figures increased/ decreased in excess of 20% year on year
s. Easy user escalation of issues or questions to designated administrator from within the system, and easy management of escalations by administrator (to acknowledge, respond to, delete or close out issues)
t. System should allow creation of 'failsafes' that prevent invalid data entry based on logical thresholds, E.g. Not allowing an end user to enter a higher figure for coach numbers than athlete numbers.  There will need to be a facility for authorized managers to manually over-ride any failsafes
u. Administrators should be able to easily view most recent changes to data by end-users, including producing reports highlighting these changes
v. System should be capable of creating standard, easy to understand reports without additional software, e.g. by Accredited Program, by Region, Globally, or by data item  
w. Administrators must have the option of designing customized automated or manual/ad hoc reports, including pulling random samples, standard deviations, etc.
x. System must provide the ability to easily customize and email generated reports as well as export them to an Excel or PDF format
y. System should allow secure Web-based read/write access via all major Operating Systems/search engines
z. System should provide real-time and historical activity log of system access/updates by user, offering an auditable trail of user ID, 24h clock date/time stamp, action/event, etc.
aa. The system architecture must be open, non-dependent on a particular developer or organization for interface with other systems and/or additional of future functionality
ab. It must be possible to set and manage user access and privileges at individual, sub-group and group levels with full security at all levels
ac. Multiple users must be able to concurrently access and input data to the system without impact on system performance or end user experience
ad. Users should see system interfaces in their local language, or closest applicable major language
ae. The system should have the capacity to modify targeted questions and homepages based on the users profile
af. The system should have the capacity for sub-Accredited Programs to enter quality standards and metric data and the data shall aggregate and populate to the host Accredited Program and host Regions’ profile
ag. Vendor to create user guide and technical materials
ah. Vendor to create training materials and conduct training sessions
ai. System must operate within the following technical environment:
i. [bookmark: _Toc139874160]SQL run on a virtual machine, operating with windows 2008 R2, 4GB Ram, SQL 2008 R2.

Section VI - Proposal Content
The response to this request for proposal should include:
A. TECHNICAL SECTION 
a. An Executive Summary of the solution recommended including expected outcomes and additional software required that is outside of the vendor’s scope.
b. The vendor must understand SOI’s current census system and note the issues which they believe may impede SOI from attaining its goal.
c. The vendor shall present their methodology for the management of the project.  This should include how they keep client management appraised as to status of project, open items, time spent, and estimates of time to complete.   
d. The vendor shall identify for each requirement if the requirement is met or not met by the solution proposal and if met, how their recommended solution meets that requirement (complete and attach Exhibit A)
e. The vendor shall present a timeline for the project, including critical dates for project deliverables due by vendor, 3rd party software providers, and SOI.  The timeline should match the format as described within the requirement for the Business Section of the proposal (Section VI B (c) i).
f. The vendor shall present corporate history, evidence of technical experience for the project, and experience with other International NGO organizations.
g. The vendor shall provide within the proposal a named Project Manager and Technical Lead, their qualifications, length of experience, and their experience with NGO/ non-profit organizations.  
h. The vendor shall supply at least three references (including contact name and email or phone number) of organizations that have similar constituent data gathering requirements, have implemented the recommended solution, and have or currently are providing regular support services to the client.   
i. Vendor shall describe its plan for ongoing hosting, maintenance, and support.  Vendor shall provide qualified personnel for telephone and ongoing software support, at least during office hours and preferable for periods outside office hours, as well as a bug tracking system to track maintenance issues and enhancement requests.  SOI will have access to tracking system to monitor progress on reported maintenance and enhancement requests. 
j. Vendor shall provide the organizational structure, history and profiles of all individuals assigned to project




B. BUSINESS SECTION
a. The vendor shall provide pricing broken down to include all items required to complete the project as defined:
i. Software licenses
ii. Annual maintenance and support cost
iii. Project implementation consulting cost  
b. Pricing should be based upon up to 50 concurrent users to scale up to 300 users
c. Implementation consulting should be broken down  showing estimated hours and rates for each consultant within the following areas:
i. Definition of System Requirements
ii. Design and Setup of Initial Test System
iii. Testing and Initial Migration of Data
iv. Deployment and Final Migration of Data
v. Post Deployment Support
vi. SOI Staff Training
vii. Ongoing maintenance and Support and hosting

Section VII - SOI Contact: 
	David Godzina
	Manager, Monitoring and Evaluations
	Special Olympics International
1133 19th Street, NW, Suite 1200
	Washington, DC 20036
+1 (202) 824-0202
dgodzina@specialolympics.org

Section VIII - Award Process
A. Proposals may be sent to the above contact via email.  Proposals will be reviewed against the criteria indicated below and selected based on fit with SOI’s requirements and needs.
			
Section IX – Proposal Due Date
A. This proposal shall be due no later than September 30, 2012.	

Section X – Project Start Date
A. The work on this project is anticipated to begin on or about January 30, 2013.

Section XI - Award Criteria:
SOI will consider the following criteria, as determined in its sole judgment, in evaluating proposal responses:

A. Solution meeting the requirements outlined within this RFP
B. Information provided in the RFP response
C. Ability to provide a high level of service
D. Ability to work with SOI staff and be available as needed
E. Overall cost of services provided

Section XII - Types of Awards
A. SOI reserves the right to make more than one award, partial awards, or no awards.  
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Section XIII- Proprietary and Confidential 
A. All information contained in this RFP is confidential and must not be distributed to the public without explicit written permission from SOI.

[bookmark: _Toc128533958][bookmark: _Toc139874153]Section XIV - No Obligation to SOI until Contract
A. SOI is not responsible for any of the costs associated with the preparation or submission of proposals in response to the RFP.  Announcement and distribution of this RFP in no way represents any type of contractual agreement with SOI and a specific vendor.  SOI shall have no obligation to any vendor until SOI enters into a contract on terms and conditions acceptable to SOI.

Section XV - Ownership and Confidentiality of Deliverables
A. It is expected that the deliverables provided to SOI under this project shall be held confidential by the vendor and will be owned by SOI.
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Section XVI - SOI Reserved Rights
A. SOI reserves the right to:
a. Enter into a contractual arrangement with any vendor(s).
b. Add, delete, and/or change the terms of this RFP and issue corrections and amendments to the RFP in order to eliminate any unintended errors, omissions, and/or deficiencies.
c. Submit documents received from a vendor to SOI partners and legal consultants.
d. Negotiate all terms and conditions provided in the RFP and proposal, including pricing, in order to enter into a formal contractual agreement with a selected vendor on mutually agreeable terms and conditions.
e. Reject any and all proposals and discontinue this RFP process without obligation or liability to any prospective vendor.
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