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Berything Under The Sun’




Sequim-Dungeness Valley Chamber of Commerce Website

Request for Proposal

1. Summary

The Sequim-Dungeness Valley Chamber of Commerce has a website that provides information to the public about the Sequim chamber members, events taking place in the Sequim-Dungeness Valley area, and other information that the public may wish to know. This website also provides information for chamber members and allows these members to update some of their information. We have been notified that the technology that currently supports this website will not be supported in 2011 (although the timeframe within 2011 is unknown). In addition the process that supports the event information is no longer being updated. The Chamber thus needs to investigate website providers and website technology and implement it within the late 2010/early 2011 timeframe.

The Sequim-Dungeness Valley Chamber of Commerce is issuing this Request for Proposal (RFP) to local website providers to help us evaluate the alternatives for websites, capabilities for websites, and the costs associated with upgrading our website.  The responses to this RFP will result in setting the direction for the Sequim-Dungeness Valley Chamber of Commerce website.
Note that the Sequim-Dungeness Valley Chamber of Commerce is referred to as Chamber throughout this document.
2. Website Goal

The goal for the Sequim-Dungeness Valley Chamber of Commerce website is two-fold. First it is to help promote chamber members by providing information about them, as well as informing them of chamber services and benefits. Second, the website helps tourists and residents of the area looking for information about businesses and services in the Sequim area.
3. Current Website Overview
The Sequim-Dungeness Valley Chamber of Commerce website is currently located at www.sequimchamber.com and is hosted and supported by InsideOut Solutions in Sequim, WA.  The URL www.cityofsequim.com directs to this site as well. This site provides information to the public about Chamber members, events happening in Sequim, demographics of the area, and other information that the public may wish to know.  The Chamber member database is primarily maintained by Chamber administrative staff, and accessed via searches from the website. Additionally, the Chamber members are able to update their description and keywords through the website. The website provides content only and does not at this time, sell any merchandise or other types of services (i.e., event tickets).  

The content on the site consists of data, text, pictures, links and document (pdf) files.  The database records are maintained by Chamber staff while the search function is supported by website provider personnel. The text information on the site is maintained by designated Chamber of Commerce staff. The layout, pages, menu and general look and feel are maintained by website provider personnel.  

The Chamber provides information about Chamber members as well as being a resource for those chamber members. We would like to be able to provide more information and adapt to the changing needs of the members and the Chamber itself by having more control over the site.

The basic types of things that occur on the site include the following:

· Public searches to find information about Chamber members. The searches may be by business type, business name, products, keywords and more.

· Chamber members place ads, pictures, links and more information about their business to let the public know more about them. The Chamber staff make these updates to Chamber member information with the exception of the narrative description and keywords for the Chamber member. The narrative description is updated by the Chamber member through the website and is password controlled.
· Information regarding the chamber is available for members and the public, such as bylaws, procedures, etc.
· Information for the members and Chamber events are posted on the site for access (citizen of the year, etc.)

· Member and area events have been updated through PeninsulaEvents.com in the past. However, that site is no longer active and events have not been up to date on the site. This is an important feature that is currently not usable.

· The Home page is updated periodically to attempt to keep it fresh and of interest to people who visit it.  A great deal of flexibility on this page would be nice to really keep it interesting. This includes updating the pictures and their locations on the page.  This is currently not done, but the text is periodically updated.

· New pages are developed periodically as we find new information and/or events that need to be included on the website.  Major changes to the “menu” and pages can occur throughout the year.
The website has the ability for the public to communicate with the Chamber via the email address info@sequimchamber.com.  This provides a method for the public to get fast response.
The Chamber staff are not well versed in website technologies and website design and have relied on the website provider to provide guidance in these areas.
The Sequim Chamber is a non-profit 501(c)(6) organization. The staff consists of an Executive Director, an administrative support position and product management position. The Visitor Information Center is staffed by volunteers and the Chamber Board are volunteers.  The running of the Chamber depends on Chamber membership and it is important that we find a website provider who offers a reasonable rate.  
4. Requirements for the Website

We have divided the requirements for the website into those that must be provided with the new website and those that would be nice to have.

Must have Requirements
The following requirements must be provided by the website provider to support http://sequimchamber.com. 
1. Standard framework for the website that is consistent with other sites that are maintained by the website provider.  
There are 2 reasons for this requirement.  We recognize that it is not in the best interests of the Chamber nor the website provider to maintain the Chamber website on technology that is other than the current technology of the provider.  It is more costly for the provider to do this and it also becomes more difficult to find staff to keep the site maintained.  Additionally, it is important for the Chamber to have a progressive looking site as it is one of the primary faces to the public.
If the technology is proprietary to the website provider, we need to understand how this will be maintained, enhanced and supportable for many years to come. 

2. Ensure Continuous Operation of the site.  
We expect the website provider to ensure that our site has continuous operation.  This includes the following:
· Maintaining the domain name by handling the administrative side of it (i.e., getting it renewed, billing us for the cost, etc.)

· Host the website 24x7 and ensure that it is working

· Handle normal maintenance of the site

· Provide notice of planned downtime on the site to the designated Chamber staff

· Notice to the public who may attempt to access the site during the scheduled downtime

· Updates to the designated Chamber staff on the status of unplanned outages and problems

If the website provider (responder to this proposal) does not do its own hosting, but works with another firm to do this, we need to understand how this requirement can be met, and the relationship of the website provider to the hosting provider.

3. For website updates which must be made by the website provider, these updates will be completed within agreed upon timeframes.  
The website provider needs to be responsive to the needs of the Chamber Staff and the need for updates to the site once it is established.  We will assign a single point of contact from the chamber staff for you to work with.
· Major updates – the website provider will review the changes requested and commit to an agreed timeframe.  Communication will be with the designated chamber person.

· Minor updates – 2-3 day response or as needed
· Verification emails within 1 business day

4. Design resources to work with our team.  
The chamber staff does not have the expertise to design the site and must rely on the expertise of the website provider for guidance.  The final decisions of design will be made by the chamber staff.  The website provider will provide a schedule to the chamber staff for content that is to be provided by the chamber staff (i.e., text for initial pages, pictures and captions for those pictures, etc.). The Chamber staff expects to build and create the content for the site once the framework is in place.
5. Training of Chamber staff 

The website provider will train and provide documentation to the Chamber staff to be able to enter all the content and build the site.
6. Chamber staff must be able to edit text copy.  
There are a lot of content updates that happen to the website text throughout the course of the year.  The content updates occur as Chamber events and opportunities for members come and go. We want to be in a position to update that text as necessary and not rely on the turnaround from the website provider.  

7. The editing of the text copy must allow for copy and paste from Microsoft Office Word.
The chamber Staff must be able to copy and paste large sections of text from Microsoft Office Word.
8. The text on the webpages must allow for Word type formatting (color, font, paragraphs, bullets, tables, etc.).
The support of tables would be nice, but not necessary as long as there is some method to have information in table format. 
9. Standard formats used through the site set as default.

We want to have continuity within pages as well as across the pages. We would establish some standard fonts, colors and formats used on pages and in the headings.  With multiple people able to update the site, a way to enforce standards is needed.  We want to be able to set a format for pages and have that be the default.  

10. Provide the ability to add and change the media on the website. This includes pictures, documents, videos, slideshows and links on website.  

Our designated Chamber staff should be able to add and update all media throughout the website as they see fit.

11. Provide the ability to update media descriptions and/or captions on pictures on website.  

Our designated Chamber staff should be able to update the captions associated with media on the website.  

12. Provide the ability to add menu items and pages to the website that may be associated with a menu item (or not).

The website should have the flexibility to create menu entries on the site. It is anticipated that the main menu structure will be established during the design process and maintained into the future. However, there are times when this may need to change. Additionally, sub-menus will need to be able to be created and assigned to main menus as the Chamber staff need. This will likely happen on a more frequent basis. Additionally, some pages may need to be created and not associated with a menu, but accessed solely via links from other pages. The Chamber staff should be able to maintain the menu and page structures for the website.
13. Must be able to allow for graphics (such as icons) to be added to a page and provide for links to other chamber website pages as well as pages external to the website provider.
We would like to be able to include the logos and pictures of our members and link to that member’s website. Additionally, we need to be able to refer the visitor of the site to other pages within the website, such as events discussed on the Home page should link to the corresponding event page.
14. Host info@sequimchamber.com and forward those emails to 1 or more designated email addresses.
The public needs to have a way to communicate with the chamber staff.  We have had the info@sequimchamber.com available for some time and do not wish to change it.  We would like to have it forwarded to one or more chamber staff, or accessible by any Chamber staff to be able to respond to emails.
15. Provide the public with flexible way to search and access Chamber member information.

The public’s access to this data will be accessed through one or more dedicated pages. Most of the pages on the site will be entered content only. However, easy and appropriate interfaces to the Chamber member data will be determined through the design process. 

The search of the database for Chamber members needs to be robust and flexible and include various data fields, such as name, contact, description, as well as keywords. The data currently is only displayed in alphabetic sequence and this should be changed so that the default is a random sequence, with the option to get the search results in alphabetic order. Partial word searches should be allowed.
16. Support the Chamber member database and provide a flexible interface to update this database.

Currently the Chamber staff creates the chamber member details in the database, with the exception of the narrative description of the member. The Chamber wants to maintain this control over the member data. A user friendly and secure method of accessing the member data is needed.
17. Allow Chamber members to update their narrative description within the database. Access to a member’s data should be controlled to allow them access to see all of their data and update only the narrative description.

The majority of the data in the Chamber member database is controlled by the Chamber staff. The narrative and keywords that a member wishes to have in the database, however, can change with some frequency. The Chamber members must be able to update their narrative in a secure manner. The formatting of the narrative, however, needs to be controlled so that the members cannot input their own html to format the description. All the narratives for the members needs to be consistent. Extra data and interest for a chamber member can be done by including a picture or other information, which will be done by Chamber staff.
18. Provide for the ability to include ads for the Chamber members. These ads would be relatively small and included on various pages, particularly the home page or other pages that may be created to support special events or purposes. They can be placed on the sides of the pages.

A feature that many of the Chamber members opt for is to have an ad for their business or event included on the chamber site. These would be graphics with links to their business or event website. It is not anticipated at this time that “banner” ads (ad across the top of a page) would be used for chamber members, but that feature would be nice to have.
19. Provide blog features within the site with security to control what comments are visible. 

The Chamber would like to be able to get comments from visitors to the site. However, it is necessary to control their visibility and the Chamber staff want to be able to determine the disposition of the comments. It is unclear yet how the Chamber wants to implement a blog feature, but recognizes the need to provide mechanisms that will increase site recognition within search engines.
20. Provide ability to link to social media, such as Facebook and Twitter

The ability to have a link to Facebook and Twitter are essential at this point. Other widgets should be able to be accessed and placed on the website as well, in a common/consistent location within all pages. As social media and/of the need for other interfaces are established, they should be allowed as well.
21. Interface with events website(s) to provide the event information within the Chamber website

The events website that has been used by the current chamber website is no longer updated. Peninsula events are now being entered and updated through www.olympicpeninsula.org. We need to be able to get information regarding events within the chamber website and would ideally like to have that information sourced from the Olympic Peninsula Visitor Bureau events website.
22. Utilize the RSS capabilities

The capability of a RSS feed or some other type of feed is desirable. This may be the method of getting the information from www.OlympicPeninsula.org. 
23. Provide statistics of usage of the site and provide historical usage stats.
We want to increase the access to the site and also the number of pages that people look at when they come to the site.  The availability of statistics will allow for that.  We also need guidance from the website provider on methods to increase access to the website from search engines.  These would then need to be tracked through statistics.
24. Provide method to create a printer friendly pages (that remove the excess graphics and color) for more economical and better formatted printing.

Many of the pages will have a lot of photos and will be in color. Also, pages may have different formatting that is not print friendly. For those pages that the public would more likely print, provide a way for them to get a more printer friendly page that would be in black and white and remove extraneous pieces from the page.
25. Provide a section of the website that is for Members only. This would be password or security controlled and provide information about members only events, board minutes and documents of interest to members, special offers for Chamber members, etc.

The capability to have a “members only” set of pages is seen as a benefit to the members. They will have access to more information about what is happening within the chamber than they do now and additionally, it is an opportunity for the Chamber to tell the members about special events and offers for members. The Chamber staff would update these pages and be read only for the chamber members.
26. Provide dynamic and engaging site framework.
The Sequim Chamber needs to maintain a progressive image and the website is instrumental to having this image. We realize that having a dynamic and engaging site is the result of good design and technology. We will be looking to the website provider/designer for recommendations for making the site dynamic while ensuring that it is accessible and fast.
27. Ensure that the website stays current with tools and technology that is supported by the company.
We don’t want to end up with outdated tools because of the cost to upgrade.  As technology changes and the website provider updates their tools and techniques, the website provider will work with the Chamber to develop an upgrade plan.
28. Provide a smooth transition to a new website technology and/or website provider.
A smooth transition to a new website provider or technology is imperative.  While we anticipate that the website will transition during a slower access period (for both updates as well as public access) for the Chamber, we need to minimize downtime and problems during this transition. Email that is currently maintained or managed through the current site needs to included in this transition.
29. Database conversion

The current member database will likely need to change and a conversion of that data to a new database structure is needed.
30. Provide a timeframe for the changeover of the site and a plan to accomplish.
The website provider should provide us with a plan for the transition that will include design consultation, database conversion, time for the Chamber staff to provide necessary text and pictures, cutover details, etc.  A preliminary plan should be provided with the response to this RFP.  It will then be finalized once a decision is made on the direction for the Chamber website.
Nice to have Requirements  
There are some capabilities that we would like to have with our new website, but they are not mandatory.  
1. Provide the ability for the public to update a trip planner that is customized to their needs.

When someone visits the site, they are often looking at Chamber members as well as their events to determine what they will do when in Sequim. We would like the ability to allow them to select the businesses, events, or other information and place it in a “trip planner” for them. This information could then be printed or used to request specific information to be sent to them.
2. Provide the ability to have a gallery of pictures that we can categorize and update (add, change, delete).  
A photo journal that we can maintain of the Chamber would be nice to have.  This would allow us to put more pictures of the events, pioneer information, pictures that we get from the community, etc. onto the site.  We would want the ability to organize those pictures into subsets for ease of access (such as pioneers, parade pictures, making of the float pictures, etc.).  Additionally, we want to be able to put captions on those pictures and/or descriptions associated with the pictures.
3. The capability for users of the site to refine or customize their search of the member database 

We have specified the need for search criteria of the member database. We would like to have the additional capabilities of a more robust search mechanism for more sophisticated users of the website. This may include specifying which field(s) to narrow the search to, or a complex search using more than one of the data fields (for instance, category and name). 
4. Provide for the ability to include banner ads for the Chamber members. 

A feature that many of the Chamber members opt for is to have an ad for their business or event included on the chamber site. These would be graphics with links to their business or event website. We don’t anticipate utilizing banner ads (ads across the page) right away but the feature would be nice to have.
5. Proposal Requirements
The proposals submitted in response to this RFP must include the following:

· Description of your company, including how long you have been in business under your current business name.
· Description of website technologies that you provide and support and the benefits of those.
· Response to all requirements in terms of your ability to meet those requirements.

· Identification of any other features that you can provide that are not covered in our requirements

· Identification of websites that you currently host and maintain that are examples of your technology and design capabilities

· Training that will be provided and a training plan

· List of reference clients

· Names and resumes of the staff that will be assigned to this project

· Plan to transition our current website to your site and technology

· Costs to transition the current website to your site and technology. These costs should break out and include at least 1) the cost to design the new website, 2) costs to program the new website and the 3) costs to host the website.
· Costs to maintain the site

· Costs for updates to the site that must be done by your personnel and the method for determining those costs (i.e., hourly, per update, etc.), include an identification of what must be done by the web host personnel.
· Cost concessions that you will make to support our not for profit organization

Your proposal must be submitted by September 30,2010.  It can be submitted via standard mail or via email.  Send your proposal to:

Via Mail, send 3 copies of your proposal to:

Vickie Maples, Executive Director
Sequim-Dungeness Valley Chamber of Commerce
P.O. Box 907
Sequim, WA 98382

Via e-mail, send your response to:

Vickie Maples
vickie@sequimchamber.com
(Note: please request a confirming email)
For questions, please contact Vickie Maples at 360-683-6197.

6. Proposal Review Process

Once all proposals are received, they will be reviewed by selected Sequim Chamber Website Committee members.  The review process may include any or all of the following:
· Review of the proposal to determine how the requirements are met

· Review technology being proposed

· Review of websites that you support and that use the proposed technology

· Site visit to your company

· Meet with your company personnel to answer questions we may have and to review your RFP response

· Meet with your website designer(s)

· Talk with reference clients
While cost is a consideration it is only one factor in the evaluation and recommendation of a website provider. Preference will be given to members of the Sequim Dungeness Chamber of Commerce.

Decision Process Timeline

The process to make a final selection and be ready to proceed with website development is as follows:

· Responses to this Request for Proposal received by September 30, 2010

· Review and selection of the top 3 website provider candidates by October 15, 2010

· Interview and recommendation of website provider by November 15, 2010

· Contract negotiations and preparation for presentation to Chamber Board by December 9, 2010

· Contract signed and website provider announced by December 15, 2010

7. Provisions

· The Sequim-Dungeness Valley Chamber of Commerce assumes no contractual obligations by issuing the RFP, or by accepting and evaluating responses.

· The Sequim-Dungeness Valley Chamber of Commerce reserves the right to accept or reject any or all responses, and to waive any minor irregularities.

· Any costs incurred by the consultant in the preparation of a proposal will be borne solely by the website provider and the proposal will become the property of the Sequim-Dungeness Valley Chamber of Commerce.

· The Sequim-Dungeness Valley Chamber of Commerce reserves the right to amend the RFP at any time prior to final website provider selection by transmittal of an addendum to all parties.

· The Sequim-Dungeness Valley Chamber of Commerce reserves the right to accept the proposal it considers most responsive, qualified in the Sequim-Dungeness Valley Chamber of Commerce’s best interest.

