Silvermine Arts Center

Request for Proposal – 
Development of Database for School Administration
(RFP# 4-2011)

WEBSITE DESIGNERS AND DEVELOPERS

The Silvermine Arts Center is seeking proposals from Database Development Companies or individual Database Developers to build a database which will allow them to manage all aspects of student and class administration for their Art School. The database to be developed will interact with their online registration system to track students who register for classes through their website as well as provide the staff the ability to manage students offline, including call-in registrations, withdrawals, and refunds. 

Artists have been drawn to Silvermine since visionary sculptor Solon Borglum moved there in 1908 and established it as a place for artists to gather.  The Silvermine Guild of Artists was founded in 1922 and formally incorporated in 1924 when they established the School of Art. Today, the Silvermine Arts Center, a 501(c) (3) organization, is comprised of a Guild of over 300 professional artists, five galleries presenting new exhibitions every six weeks, and sponsoring prestigious regional and national competitions; a gift shop; a School of Art providing a wide range of classes for all levels of experience from ages 2 to 92; public programs; and outreach programs in the Norwalk and Stamford schools.  Silvermine Arts Center is the preeminent visual arts center in Fairfield County with more than 4,500 annual enrollments at the School of Art and 11,000 visitors to the award-winning galleries. The center provides its artist members, faculty, students and visitors with a common location where they can share ideas, work on projects, teach, explore new areas and grow in their creativity and talents. The Silvermine Arts Center is supported by membership fees, school tuition, art sales, donations, grants and sponsorship for its many programs. 

HOW TO RESPOND TO RFP

The deadline for submitting proposals is Friday, May 20, 2011.
Proposals can be submitted electronically be emailing a Microsoft Word or PDF version of the proposal to: lesleeasch@silvermineart.org

You can also mail three (3) hardcopies to:

Silvermine Arts Center

Attn: Leslee Asch

1037 Silvermine Road

New Canaan, CT 06840
Please include the following information within your proposal:

Brief biography of Your Company or your Work Experience – Why are you the right team to build our school database?

A Brief Description of Your Production Process – Tell us how you would approach this project. This could include tasks such as:

· Requirements gathering

· Writing technical specifications

· Establishment of a “lab” or staging site where progress and work can be viewed,

· Your preferred method of communication (onsite visits, webinars, conference calls, etc.)

· Who will be assigned to our account? (a project manager, developer, strategist, etc?)
· What kind of documentation do you provide (if any)

· What are your expectations of us as a client 

· Aside from what we’ve listed in our functional requirements, what would you recommend?

Estimated Project Kickoff Date – The Silvermine Arts Center is anticipating offering online course registration and payment for the Winter 2011 semester. We anticipate that database development would need to begin mid-June – early July 2011. Based on your schedule and current workload, give us an estimate of how soon you could begin the project if we accepted your proposal.
Functionality Specific Quotes
In order to help us understand the work effort involved in completing this project, for each of the 7 functions we are seeking: Student Administration, Course Management and Faculty Database, Financial Tracking, Integration with Online Registration System, User Administration and Central Authentication, Membership Management System/ Guild Membership Management System, and Membership & Registration Order Management, please supply the following information:
· Estimated number of hours to complete each feature

· Estimated Cost to complete each feature

· Dependencies – please note any features that may need to be developed together in order to deliver functionality (for example, in order to integrate with the Online Registration System, the Student Administration tables may need to set up first.)
Collaboration with existing Designers/Developers

Silvermine Arts Center is currently in the process of redesigning their existing website. Part of this re-design will be the introduction of online registration for Art School classes. It is expected that the online registration database will interact with the proposed school administration database, and that the school administration database will become the Book of Record for all student transactions.  Details about what data attributes will be collected online and fed into the proposed school administration database are included in the Technical Specifications section.

Proposals should include a strategy for providing this integration.
Proposal Acceptance

All RFP’s are due by close of business on Friday, May 20, 2011.

All proposals submitted will be read and evaluated by an internal team of advisors. Entities submitting the highest ranked proposals will be contacted by the Silvermine Arts Center to arrange an interview or demo. This could be in-person or online depending on the geographic location of the proposer.

A final decision will be made after the interview or demo is conducted and all questions have been addressed. The Vendor chosen will be notified no later than June 10, 2011.
Questions

Questions about the proposal requirements or the features we are requesting can be directed to:

Wendy R. Ronitz-Baker, wronitz@systemiqs.com or by calling 860-621-3242.
PURPOSE

The purpose of this project is to provide a comprehensive database which will allow the school administrative staff to manage all aspects of student registration, payments, class management, and reporting.
This database will include the following features:
1. Student Administration – The ability to capture, track, and report on numerous attributes related to Silvermine students.  This includes processing registrations and withdrawals as well as providing student transcripts.

2. Course Management System and Faculty Database– The ability to track all details related to the classes offered by the school. This includes attributes such as class ID, instructor information, Total Class Cost, number of spaces available in the class, etc. It also includes the ability to assign students to classes, print class rosters, and track the receipt of any waivers or forms related to the class. 
3. Financial Tracking – The ability to track all transactions processed by the school. This includes processing Membership Fees, Registration Fees, Class Costs, etc. and being able to generate financial reports by student, by payment type, by class, etc. 

Additionally, this database will be a repository for all data collected through the new Silvermine Arts Center website (for example, online registration information, online payments for classes, membership purchases, etc.)

Since the school database will be the Book of Record for all course related information, the course listings and descriptions will be pulled from the school database for real-time display on the website.

This means the following features must also be included within the school database:

4. Website User Administration and Central Authentication – The ability to store, maintain, and communicate unique user login and profile information for all website visitors.

5. Membership Management System (including our Guild Members) – The ability to store, manage, and report on students and site visitors who have purchased a membership to the Silvermine Arts Center or have been accepted as Guild Members.

6. Order Management System – The ability to receive course selection information from the website and then calculate the amount due and process the credit card from within the school database.
7. Ability to respond to web service calls – The ability to respond to requests from the web server for information related to courses, membership, and user profiles.

BACKGROUND

The school is currently using a Microsoft Access database to track students and their transactions with the school. This database has been improved and modified over the years to meet the growing demands of students and the need to be able to offer more and more services. And while it is working for the school staff right now, there are many things this Access database can not do and many tasks that still have to be performed manually.

In order to take advantage of the benefits of online registration, the school administrative database needs to be able to access student data collected via the website, and be more efficient in term of data entry and report processing.

The overall goal of the proposed school database is:

· Integration with the Silvermine Arts Center website to provide seamless tracking of students who register online
· The ability to process student requests quickly and easily through the database interface
· The ability to run reports and queries that meet the needs of teachers, administration, and the Silvermine Arts Center accounting department
· To have a system that is able to grow as the number of students and classes increases
It is expected before the new school database is launched, some of the data from the Access database will be imported into the new database. The school staff is committed to cleaning up the existing database as much as possible so that the new database starts with clean data. 
DATABASE FUNCTIONALITY REQUIRED
Student Administration
a) Ability to search for a student in the Student Database by FirstName, LastName, Any Phone#, Address, Category, and Membership Number

b) Ability to search Student Records by "find/search similar" so that typos and misspellings would not hinder search capability

c) Ability to assign a student to more than one category

d) Ability to track if a student is a Member of the Silvermine Arts Center
e) Ability to add a membership to a student’s account without having to go through the registration process to do it

f) Ability to have the system send an on-screen alert if a student's membership has expired.

g) Ability to track if a student is a child

h) Ability to show parent/guardian's name and contact info on a child's record.

i) Ability to track notes about each student

j) Ability for School Staff to process call-in registrations using the Online Registration System and/or the School Database

k) Ability for School Staff to process mail-in registrations using the Online Registration System and/or the School Database

l) Ability to "save" a Registration in process and put it on HOLD until the full transaction can be processed

m) Ability to create/print a transcript "report" of every class a student has registered for.

n) Ability to filter a transcript report by student, by semester, by year, by date range.
Course Management and Faculty Database

a) Ability to respond to Course Search requests externally from the website and internally through the Course Management System. Search parameters may include: Course Type, Semester, Categories, Faculty, Day of the Week, etc.
b) Ability to return Course Details as a result of a Search. (See “Technical Specifications” for a sample of Course attributes)

c) Ability to maintain a Master List of Courses with general course information. (This information would be permanent and would be used each semester to generate a list of “classes”)

d) Starting with a Master Course, the ability to create a semester-specific “class” by adding details unique to the semester chosen (start date, end date, location, instructor, etc.) to the general course information.

e) Ability to look at the Class Details for more than one course at a time (i.e. have each course display in its own window)

f) Ability to see the number of students enrolled in a class, the class size, the number of spaces still open, and an indicator that the class is still open when searching for a class to enroll a student in

g) Ability to automatically debit the number of spaces available in a class once a student is registered.

h) Ability for the school staff to see the number of spaces left in each class on the Class Details Page

i) Ability to associate unique tuition and fee charges to each course (i.e. a Course Cost Database/table)

j) Ability for staff to see the breakdown of the Total Class Cost when looking at the Class Details

k) Ability to set a class status to Pending within the school administration database

l) Ability to set a class status to Cancelled in the school administration database

m) Ability to filter the class list by semester

n) Ability to create/print a class roster for each class to give to the instructors.

o) Ability to have multiple Student attributes be printed on the class roster (may include first and last names, primary phone #, email, child’s age, parent’s name, number of sessions attending, etc.)
p) Ability to add/remove available courses and edit course details
q) Ability to maintain Rosters of registered students

r) Ability to maintain Waiting Lists (i.e. students who attempted to register after the course was full.)
s) Ability to notify school staff when a student withdraws from a course which has a waitlist.

t) Ability to maintain a list of Semesters and semester details (See “Technical Specifications” for sample of Semester attributes.)
u) Ability to associate a course with a Semester

Financial Tracking
a) Ability to have transaction details from the Online Registration System feed into the Student's Payment History within the school administration database
b) Ability to compile /print a Student's Complete Payment History

c) Ability to register for two or more courses during the same transaction (with the correct cost and fees calculated)

d) Ability to have the Registration fee waived from a student’s bill if the student is an active Member (i.e. if the date of the person is registering falls within the start and end date of the Membership period)

e) Ability to track when a Membership expires in order to prompt either a Membership renewal or a Registration Fee.

f) Ability to have the Registration fee automatically be included in the student's bill if the Membership has expired.

g) Ability to track when a registration fee was paid so a non-member student is only charged a registration fee once a semester

h) Ability to display Total Class Cost on the website and registration forms based on the sum of all tuition and fees applicable to the course

i) Ability to pro-rate classes when a student withdraws (i.e. if the student is entitled to a refund, we need the ability to calculate the refund amount based on the number of sessions attended.)

j) Ability to process full and partial refunds for students who withdraw from a class

k) Ability to process full and partial credits for students who withdraw from a class

l) Ability to have an alert popup if a student has unused credits

m) Ability to generate a "credit letter" notifying a student that a credit has been given and the credit details (credit code for use on the website, date credit was given, expiration date if any)

n) Ability to process full and partial refunds for students when the class they registered for gets cancelled

o) Ability to process full and partial credits for students when the class they registered for gets cancelled

p) Ability to refund only the Total Class Cost if the student paid a Registration fee at the same time and chooses to keep the Registration fee active

q) Ability to refund only the Total Class Cost if the student paid a Membership fee at the same time and chooses to keep the Membership fee active

r) Ability to apply a discount to only the Total class cost (Total Class Cost = Tuition + Model Fee + Supply Fee+ Facilities Fee)

s) Ability to track the dollar amount discounted from each portion of the Total Class Cost. (i.e. if a 20% discount is applied, we need to see the dollar amount for the 20% subtracted from the tuition, the 20% subtracted from the model fee, the 20% subtracted from the Supply Fee, and the 20% subtracted from the Facilities Fee)

t) Ability to run a daily report showing all the credit card charges for a specific day (in order to reconcile the charges with the merchant account)

u) Ability to create/print a weekly report showing all the checks received for a specific week (in order to prepare the bank deposit)

v) Ability to create/print a daily report showing all cash received for a specific day (in order to reconcile with the Cash account)
w) Ability to automatically email a receipt for all registration transactions to the purchaser
x) Ability to run ad-hoc queries against all available fields in the backend database
Integration with Online Registration System

a) Ability to accept a data feed from the webserver containing user ID and Course Selections from Online Registration in order to calculate the Total Amount Due 

b) Ability to calculate the "Total Amount Due" for course registration taking into account discounts and credits they are entitled to (which will be stored in separate school database tables)
c) Ability to display an online invoice which allows users to apply discounts and credits to their registration payment
d) Ability to process credit card payments for course registration through Authorize.net
e) Ability for the school database to respond to the web service requests from the webserver to provide real-time data related to course details, membership status, and profile information.

User Administration and Central Authentication

a) Ability to add/remove users and students from the school administration database.

b) Ability to make Profile changes through the school administration database. (See “Technical Specifications” for samples of Profile attributes.)
c) Ability to modify, through the school administration database, the list of “Types of Art” available users to add to their Profile.

Membership Management System and Guild Membership Management System

a) Ability to track membership information for all users and students who purchase a membership to the Silvermine Art Center. (See “Technical Specifications” to see sample of Membership attributes.)
b) Ability to query the Membership data and export as a CSV or Excel file for import into Donor Perfect. (Donor Perfect is the Book of Record for all Membership information at the Silvermine Arts Center. The Membership Management System within the school administration database will be the intermediary repository for membership data that is needs to be served to the website and for tracking membership purchases made online.)
Membership and Registration Order Management System
a) Ability to display a list of all online transactions which occurred within a specific period of time on a Membership & Registration Order Management Page. (See “Technical Specification” for samples of Membership and Registration attributes which will be collected through the website.)

b) Ability for Silvermine staff to review Order Details before accepting them as entries in the school administration database.
TECHNICAL SPECIFICATIONS
It is expected that once a proposal is accepted, the developer chosen will conduct additional requirements gathering and write more in-depth technical specifications. However, in order to assist with accurately quoting the work in the RFP, Silvermine Arts Center is providing the following known technical specifications.
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