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BY 
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BID SUBMISSION DEADLINE 

AND BID OPENING TIME:   No later than 2:00 pm, November 1, 2010 
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October 1, 2010 
 

 
Proposal No.  P1476.10 

 
 

City Website Design 

 
 
 
 The City of Hagerstown will accept sealed bids for City Website Design, per the 
attached instruction and specifications to bidders.   
 

All inquires should be directed, in writing, to Caroline Twigg, CPPB, 
Purchasing/Insurance Specialist, 1 East Franklin Street, Hagerstown, Maryland 21740. 
 
 Sealed proposals in triplicate will be received at the Office of the City Clerk, 
City Hall, 1 East Franklin Street, Hagerstown, Maryland 21740, until 2:00 p.m., Monday, 
November 1, 2010. All bids must be sealed and marked:  “Proposal P1476.10 – City 
Website Design.” Technical and Price Proposals must be submitted in separate 

sealed envelopes. 

 
The City of Hagerstown will not assume the responsibility for any bids mailed or 
delivered to any address other than:  Office of the City Clerk, 1 East Franklin Street, 

Hagerstown, Maryland 21740. 
 
 The City of Hagerstown shall make positive efforts to utilize Disadvantaged 
Business Enterprises for its supplies and services and shall allow these sources the 
maximum feasible opportunity to compete for contracts.  The City of Hagerstown does 
not discriminate on the basis of race, color, national origin, sex, religion, age and 
disability in employment or provision of services.   
 

The City of Hagerstown reserves the right to accept proposals individually or 
collectively, to accept or reject any or all proposals, waive any informality, and take 
whatever action is to the best interest of the City of Hagerstown. 

 
 
CITY OF HAGERSTOWN 
Caroline Twigg, CPPB 
Purchasing/Insurance Specialist 
 
 
 

 
cc: Donna Spickler, City Clerk 
 

 

 

 



 3 

CITY OF HAGERSTOWN 

 

 GENERAL CONDITIONS AND INSTRUCTIONS TO BIDDERS 

Service Contracts 
 

INTRODUCTION 

 

 The general rules and conditions which follow, along with all other documents 
consisting of this “Bid Document,” apply to all purchases and become a definite part of 
each formal invitation to bid, purchase order, contract, or other award issued by the City 
of Hagerstown’s Purchasing Agent (hereinafter “Purchasing Agent”), unless otherwise 
specified.  Bidders or their authorized representatives are expected to fully inform 
themselves as to the conditions, requirements, and specifications before submitting bids; 
failure to do so will be at the Bidder’s own risk and they cannot secure relief on the plea 
of error.  Bidders are advised that all costs related to preparing and/or submitting a Bid or 
Proposal shall be borne by the Bidder. 
 
 Satisfactory evidence of authority to bind the firm by the person signing the Bid 
when submitted by partnerships or corporations may be requested by the City prior to 
making any award.  Anyone signing a Bid as an agent shall include evidence of his/her 
authority to do so. 
 
 Subject to Maryland State and City of Hagerstown, Washington County, 
Maryland (hereinafter “City”) laws and all rules, regulations and limitations imposed by 
legislation of the Federal Government, bids on all advertisements and invitations issued 
by the City of Hagerstown Purchasing Department shall bind bidders to applicable 
conditions and requirements set forth herein unless otherwise specified in the Invitation 
to Bid.  Should there be a conflict in laws between states, State of Maryland law shall 
prevail. 
 
 Should there be a conflict between the general bid conditions and the 

supplemental bid conditions (if any), the supplemental bid conditions shall prevail. 

 

GENERAL CONDITIONS OF BIDDING 

 
1. Bids Binding for Ninety (90) Days:  Unless otherwise specified all formal bids 

submitted shall be binding for ninety (90) calendar days following bid opening 
date, unless the bidder, upon request of the Purchasing Agent, agrees to an 
extension. 

 

2. Bids for All or Part:  Unless otherwise specified by the City or by the Bidder, 
the City reserves the right to make award on all items, or on any of the items 
according to the best interests of the City.  Bidder may restrict his/her bid to 
consideration in the aggregate by so stating, but should name a unit price on each 
item bid upon; any bid in which the bidder names a total price for all the articles 
without quoting a price on each and every separate item, may be rejected at the 
option of the City. 
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GENERAL CONDITIONS OF BIDDING, continued 

 

 

4. Collusive Bidding:  The Bidder certifies that his/her bid is made without any 
previous understanding, agreement or connection with any person firm, or 
corporation making a bid for the same project, without unlawful prior knowledge 
of competitive prices, and is in all respects fair, without outside control, collusion, 
fraud or otherwise illegal action. 

 

 

5. Competency of Bidder:  No proposal shall be accepted from or contract awarded 
to any person, firm or corporation that is in arrears or is in default to City of 
Hagerstown upon any debt or contract, or that is a defaulter, as surety or 
otherwise, upon any obligation to said City, or had failed to perform faithfully any 
previous contract with the City.  The Bidder, if requested, must present within 
forty-eight (48) hours evidence satisfactory to the City of performance ability and 
possession of necessary facilities, pecuniary resources and adequate insurance to 
comply with the terms of these specifications and contract documents. 

 

The successful Bidder shall actively cooperate in all matters pertaining to the 
proper compliance of this contract and shall come to the City whenever requested 
in connection with the performance of this contract. 

 
The successful Bidder shall inform the Purchasing Agent of any and all 
circumstances which may impede the progress of the work or inhibit the 
performance of the contract including, but not limited to:  bankruptcy, dissolution 
or liquidation, merger, sale of business, assignment, etc. 

 
The City may examine the Bidder’s and any first-time subcontractor’s records to 
determine and verify compliance with the contract.  The Bidder and any first-time 
subcontractor must grant the City access to these records at all reasonable times 
during the contract term and for three (3) years after final payment.  If the contract 
is supported to any extent by Federal or State funds, the appropriate Federal or 
State authorities may also examine these records.  The Bidder must include the 
preceding language of this paragraph in all first-time subcontracts. 

 

6. Completeness:  All information required by Invitation to Bid must be supplied to 
constitute a proper bid.  The City shall not be responsible for the premature 
opening of Bids if not properly addressed or identified. 

 
7. Conditional Bids:  Qualified bids are subject to rejection in whole or in part. 

 

8. Confidentiality:  Firms shall give specific attention to the identification of those 
portions of their proposals that they deem to be confidential, proprietary 
information or trade secrets and provide any justification why such materials, 
upon request, should not be disclosed by the City under the Access to Public 
Records Act, State Government Article, Title 10, Sections 10-611 to 10-628, 
Annotated Code of Maryland. 
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GENERAL CONDITIONS OF BIDDING, continued 
 

 

9. Errors in Bids:  When an error is made in extending total prices, the written unit 
bid price shall govern.  In the absence of written prices, the unit bid price shall 
govern.  Carelessness in quoting prices, or in preparation of bid, otherwise, will 
not relieve the Bidder.  Erasures or changes in bids must be initialed. 

 

10. General Guaranty:  Bidder agrees to: 
 

a. Save the City, its agents and employees harmless from liability of any 
nature or kind for the use of any copyrighted or un-copyrighted 
composition, secret process, patented or unpatented, invention, article or 
appliance furnished or used in the performance of the contract which the 
Bidder is not the patentee, assignee, licensee or owner. 

 
b. Protect the City against latent defective material or workmanship and to 

repair or replace any damages or marring occasioned in transit or delivery. 
 

c. Furnish adequate protection against damage to all work and to repair 
damages of any kind, to the building or equipment, to their own work or to 
the work of other contractors, for which their worker is responsible due to 
the negligence in the course and scope of the employment. 

 
d. Pay for all permits, licenses and fees and give all notices and comply with 

all laws, ordinances, rules and regulations of the City and State of 
Maryland. 

 
11. Insurance:  Liability insurance on all major divisions of coverage for each and 

every Bidder and subcontractor shall be required for the length of the contract.  
Bidder and subcontractor must supply evidence of insurance upon request.  Each 
Bidder agrees to assist in every manner possible in the reporting and investigation 
of any accident, and upon request, agrees to cooperate with all interested 
insurance carriers in the handling of any claims by securing and giving evidence 
and obtaining the attendance of witnesses as required for any claim or suit.  The 
Bidder shall be prepared to show evidence of insurance as required by City 
included herein, prior to the execution of any contract.  The Bidder shall provide 
the Certificate of Insurance to the Purchasing Department.  Failure to provide an 
acceptable Certificate of Insurance within the time frame stated above shall be 
cause to terminate the contract(s).  The certificate shall state that such insurance is 
in force and cannot be cancelled or released except upon thirty (30) days prior 
written notice to the City.  If any of the stated coverages expire during the term of 
this contract, the Bidder shall deliver renewal certificates to the City at least ten 
(10) calendar days prior to the expiration.  
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GENERAL CONDITIONS OF BIDDING, continued 
 
 
 
12. Interpretations, Discrepancies, and Omissions:  Should any Bidder find 

discrepancies in or omissions from the documents or be in doubt of their meaning, 
he/she should at once request, in writing, an interpretation from: 

Caroline Twigg, CPPB, Purchasing/Insurance Specialist 
City of Hagerstown Purchasing Department 
1 East Franklin Street, 4th Floor 
Hagerstown, MD  21740 

 
All necessary interpretations will be issued to all Bidders in the form of addenda 
to the specifications, and such addenda shall become part of the contract 
documents.  Exceptions as taken in no way obligate the City to change the 
specifications.  Failure of any Bidder to receive any such addendum or 
interpretation shall not relieve such Bidder from any obligation under his/her bid 
as submitted. The City shall assume no responsibility for oral instructions or 
suggestions. ORAL ANSWERS WILL NOT BE BINDING ON THE CITY. 

No requests received after 2:30 P.M. October 25, 2010 will be considered. 

 
 

13. Late Bids:  Formal bids or amendments thereto received by the City after the 
time specified for bid opening will not be considered.  Bids received after the time 
specified for bid opening will be returned unopened. 

 
14 .       Mailing of Bids:  The City assumes no responsibility for the timely deliverance 
 of mailed Bids. Ample time should be allowed for the transmittal of bids by mail, 
 and postmarks indicating the date of mailing will not be considered as evidence of 
 intent to submit bids in proper time for the opening. 
 
15. Multiple Bids:  No Bidder shall be allowed to offer more than one (1) price on 

each item even though he/she may feel that there are two (2) or more types or 
styles that will meet specifications.  Bidders must determine for themselves which 
to offer.  If said Bidder should submit more than one (1) price on any item, all 
prices for that item may be rejected at the discretion of the Purchasing Agent. 

 
16. Officers Not to Benefit:  No member of the elected governing body of City of 

Hagerstown, or members of his or her immediate family, including spouse, 
parents, or children, or any person representing, or purporting to represent any 
member or members of the elected governing body shall receive or be promised 
directly or indirectly, any financial benefit, by way of fee, political contribution, 
or any other similar form of remuneration and/or on the account of awarding 
and/or executing the contract and that upon request of the City, as a prerequisite 
to payment pursuant to the terms of this contract, there will be furnished to the  

 Requester, under oath, answers to any interrogatories related to a possible conflict 
of interest as herein embodied.  The Bidder, to the best of his/her knowledge, 
whether he/she be an officer, director, partner or any of its employees directly 
involved in obtaining contracts with the State, or any City or other subdivision of 
the State, has not been convicted of bribery or conspiracy to bribe under the laws  
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GENERAL CONDITIONS OF BIDDING, continued 
 
 

 of any State or Federal Government.  Any contract made or entered into where it 
is discovered that violation of the intent of this provision exists shall be declared 
null and void and all monies received by the Bidder shall be returned to the City. 

 
17 . Payment Terms:  Bid prices are to be net thirty (30) calendar days; all discounts 

are to be deducted and reflected in net prices.  Term discounts of less than twenty 
(20) calendar days will not be considered in connection with any prompt payment 
discount offered; time will be computed from date of receipt of correct invoice or 
receipt and acceptance of shipment, whichever is later. 

 

18. Proposal Forms:  Bids shall be submitted only on the forms provided by the 
City.  The Bidder shall submit three (3) copies, of the technical proposals in 
separate sealed envelopes and three (3) of the cost proposals in sealed envelopes.  
One with original signature, sealed to the City for that purpose.  All proposals 
must be enclosed in a sealed, opaque envelope marked with the title of the bid and 
be received in the City Clerk’s Office promptly on or before, time, date, and place 
stipulated.  NO bids received after such stipulated time and date will be 
considered by the City.  Facsimile Bids and Emailed Bids will not be accepted. 

 

 

19. Reservations:  The City or its authorized agent reserves the right to reject any or 
all bids and to waive any informality or deficiency in bids received whenever 
such rejection or waiver is in the best interest of the City.  The City also reserves 
the right to reject the bid of a Bidder who has previously failed to perform 
properly or complete on time contracts of a similar nature, or the Bid of a Bidder 
who investigation shows is not in a position to perform the contract.  The City 
reserves the right to waive minor differences in specifications provided these 
differences do not violate the specifications intent nor affect the operation for 
which the items are being purchased, nor increase estimated maintenance and 
repair cost to the City.  The City reserves the right to award contracts or place 
orders on a lump sum or individual item basis, or such combination as shall, in its 
judgment, be in the best interest of the City. 

 

20. Taxes:  The City is exempt from State of Maryland Sales Tax.  The City’s 
Maryland Sales Tax Exemption Number is 30001292.  The Bidder is responsible 
to make any necessary inquiries and investigations with regulating state agencies 
to obtain a determination of tax exemptions in his/her bid.     

 
21. Withdrawal of Bids:  A written request for the withdrawal of a bid or any part 

thereof may be granted if the request is received by the City prior to the specified 
time of opening. 
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SPECIFICATIONS REFERENCES 

 
1. Formal Specifications:  The Bidder shall abide by and comply with the true 

intent of the specifications and not take advantage of any unintentional error or 
omission, but shall fully complete every part as the true intent and meaning of the 
specifications and drawings.  Whenever mention is made herein, of any article, 
material, or workmanship to be in accordance with laws, ordinances, building 
codes, underwriter’s codes, A.S.T.M. regulations or similar expressions, the 
requirements of these laws, ordinances, etc., shall be construed to meet or exceed 
specification requirements and current established noise levels for specific 
equipment, materials, and/or services being furnished under this contract.  All 
deviations from the specifications must be noted in detail by the Bidder, in 
writing, at the time of submittal of the formal bid.  The absence of a written list of 
specification deviations at the time of submittal of the bid will hold the Bidder 
strictly accountable to the City to the specifications as written.  Any deviation 
from the specifications as written not previously submitted, as required by the 
above, will be grounds for rejection of the material and/or equipment when 
delivered. 

 

AWARD 

 
1. Political Contribution Disclosure:  In accordance with Maryland Code, State 

Finance and Procurement Article, §17-402, the Bidder shall comply with 
Maryland Code, Election Law Article, Title 14, which requires that every person 
that enters into contracts, leases, or other agreements with the State, a County, or 
any incorporated municipality, or their agencies during a calendar year in which 
the person receives in the aggregate $100,000 or more, shall file with the State 
Administrative Board of Election Laws a statement disclosing contributions in 
excess of $500 made during the reporting period to a candidate for elective office 
in any primary or general election.  The statement shall be filed with the State 
Administrative Board of Election Laws:  (1) before a purchase or execution of a 
lease or contract by the State, a County, an incorporated municipality or their 
agencies, and shall cover the preceding two (2) calendar years; and (2) if the 
contribution is made after the execution of a lease or contract, then twice a year, 
throughout the contract term, on: (a) February 5, to cover the 6-month period 
ending January 31; and (b) August 5, to cover the 6-month period ending July 31. 

 
2. Responsibility/Qualifications of Bidder:  The City may make such 

investigations as it deems necessary to determine the ability of the Bidder to 
perform the work, and the Bidder shall furnish to the City all such information 
and data for this purpose as the City may request.  The City reserves the right to 
reject any bid if the evidence submitted by, or investigation of, such Bidder fails 
to satisfy the City that such Bidder is properly qualified to carry out the obligation 
of the contract and to complete the work contemplated therein.  Conditional bids 
will not be accepted.  In determining responsibility, the following qualifications, 
in addition to price, shall be considered by the Purchasing Agent on contracts of 
purchase and on contracts of sale (if applicable): 
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AWARD (cont.) 

 
 
 

a. The ability, capacity and skill of the Bidder to perform the service 
 required. 

 
b. The character, integrity, reputation, judgment, experience and efficiency 
 of the bidder. 

 
c. The quality of performance of previous contracts or services. 

 
d. The Bidder’s previous and present compliance with laws and ordinances 

relating to the contract or service. 
 

e. The sufficiency of the financial resources and ability of the Bidder to 
perform the contract or provide the service. 

 
f. The quality, availability and adaptability of the services, to the particular 

use required. 
 

g. Whether the Bidder is in arrears to the City on a debt or contract or is a 
defaulter on surety to the City. 

 
h. Such other information as may be secured having a bearing on the 

decision to make the award. 
 
3. Tie Bids:  If two (2) or more Bidders shall be tied for the lowest bid on a 

purchase contract, quality and service being equal, the contract shall be awarded 
to a local Bidder.  If there is no local Bidder, or more than one local Bidder, the 
City shall award the contract to one (1) of the Bidders by drawing lots in public. 

 

 

CONTRACT PROVISIONS 

 
1. Availability of Funds:  A contract shall be deemed executory only to the extent 

of appropriations available for the purchase of such services that envision 
extended funding through successive fiscal periods shall be contingent upon 
approval of  appropriations for the succeeding fiscal year. 

 
2. Contract Alterations:  No alterations or variables in the terms of a contract shall 

be valid or binding upon the City unless made in writing and signed by the City or 
its authorized agent. 

 
3. Default:  The contract may be cancelled or annulled by the City in whole or in 

part by written notice of default to the Bidder upon non-performance or violation 
of contract terms.  An award may be made to the next low Bidder, or, articles 
specified may be purchased on the open market similar to those so terminated.  In 
either event, the defaulting Bidder (or their surety) shall be liable to the City for  
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CONTRACT PROVISIONS (cont.) 

 

 

 costs to the City in excess of the defaulted contract prices:  Provided, that the 
Bidder shall continue the performance of this contract to the extent not terminated 
under the provisions of this clause.  Failure of the Bidder to deliver services 
within the time stipulated on his/her bid, unless extended in writing by the City, 
shall constitute contract default.  In the event that a Bidder exempted from posting 
a Bid or Performance Guarantee fails to execute and perform any contract 
awarded to them, they shall forfeit the right to Bid on any future City contract for 
a period of time determined by the Purchasing Agent and they shall be liable for 
any costs incurred by the City as a result of his/her default. 

 
4. Non-Discrimination:  No Bidder who is the recipient of City funds or who 

proposes to perform any work or furnish any goods under this agreement shall 
discriminate against any worker, employee or applicant or any member of the 
public because of religion, race, sex, color or national origin, age, marital status, 
physical or mental handicap, nor otherwise commit an unfair employment 
practice.  Bidder further agrees that this article will be incorporated by Bidder in 
all contracts entered into with suppliers of materials or services, Bidders and 
subcontractors and all labor organizations, furnishing skilled, unskilled and craft 
union skilled labor, or who may perform any such labor or services in connection 
with this contract. 

 
5. Non-Liability:  The Bidder shall not be liable in damages for delay in shipment 

or failure to deliver when such delay or failure is the result of fire, flood, strike, 
act of God, act of government, act of an alien enemy or by any other 
circumstances which, in the Purchasing Agent’s opinion, is beyond the control of 
the Bidder.  Under the circumstances, however, the City may in its discretion, 
cancel the contract. 

 
6. Subletting of Contract:  It is mutually understood and agreed that the Bidder 

shall not assign, transfer, convey, sublet, or otherwise dispose of their contract or 
their rights, title or interest therein, or their power to execute such contract, to any 
other person, firm or corporation, without the previous written consent of the City 
Purchasing Agent, but in no case shall such consent relieve the Bidder from 
his/her obligations, or change the terms of the contract. 

 
7. Termination of Contracts:  Contracts shall remain in force for full periods 

specified and until all services ordered before date of termination shall have been 
satisfactorily delivered and accepted and thereafter until all requirements and 
conditions shall have been met, unless: 

 
a. Terminated prior to expiration date by satisfactory deliveries of entire 

contract requirements. 
 

b. Extended upon written authorization of the City and accepted by Bidder, 
to permit  delivery of services in accordance with contract terms. 
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INSURANCE REQUIREMENTS FOR INDEPENDENT CONTRACTORS 

 
The Contractor shall procure and maintain at his sole expense and until final acceptance 
of work by the City, insurance as hereinafter enumerated in policies written by insurance 
companies admitted in the State of Maryland, have A.M. Best rating of A- or better or its 
equivalent and acceptable to the City. 
 
1.  WORKERS COMPENSATION:  The Contractor agrees to comply with Workers 
Compensation laws  
     of the State of Maryland and to maintain a Workers Compensation and Employers 
Liability Policy. 
 
     Minimum Limits Required: 
  
     Workers Compensation - Statutory 
     Employers Liability       - $100,000 (Each Accident) 
                                              $500,000 (Disease – Policy Limit) 
                                              $100,000 (Disease – Each Employee) 
 
2.  COMPREHENSIVE GENERAL LIABILTY INSURANCE:  The Contractor shall 
provide  
     Comprehensive General Liability including Products and Completed Operations. 
 
     Minimum Limits Required: 
 
     Occurrence Form 
 
     $1,000,000 Each Occurrence 
 
     $1,000,000 General Aggregate 
 
Such insurance shall protect the City, its agents, elected and appointed officials, board 
members, and employees against liability, loss, or expense due to damaged property 
(including loss of use), injury to or death of any person or persons and for care and loss 
of services arising in any way out of or in connection with or resulting from the work or 
service performed on behalf of the City of Hagerstown, Maryland. 
 
The Contractor is ultimately responsible that Subcontractors, if subcontracting is 
authorized, procure and maintain at their sole expense and until final acceptance of the 
work by the City, insurance as hereinafter enumerated in policies written by insurance 
companies admitted in the State of Maryland, have A.M. Best rating of A- or better or its 
equivalent, and acceptable to the City. 
 
3.  BUSINESS AUTOMOBILE LIABILITY:  The Contractor shall provide Business 
Auto Liability  
     including coverage for all leased, owned non-owned and hired vehicles. 
 
     Minimum Limits Required: 
 
     $1,000,000 combined single limit for bodily Injury or Property damage. 
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INSURANCE REQUIREMENTS FOR INDEPENDENT CONTRACTORS, continued 
 
 
4.  CERTIFICATE(S) OF INSURANCE:  The Contractor shall provide certificates of 
insurance requiring a thirty (30) day notice of cancellation to the Purchasing Department, 
City of Hagerstown, Maryland, prior to the start of the applicable project. 
 
The City of Hagerstown shall be named as an additional Insured. 
 
Approval of the insurance by the City shall not in any way relieve or decrease the liability 
of the  
Contractor. It is expressly understood that the City does not in any way represent that the 
specified limits of liability or coverage or policy forms are sufficient or adequate to 
protect the interest or liabilities of the Contractor. 
 
5.  DEDUCTIBLES OR SELF-INSURED RETENTION: 
 
All responsibility for payment of any sums resulting from any deductible provisions or 
self-insured retention conditions of the policy or policies shall remain with the 
Contractor.  
 
6.  GENERAL INDEMNITY: 
 
The Contractor shall indemnify, defend, and save harmless the City of Hagerstown, its 
appointed or elected officials, board members, employees, and agents for any and all 
suits, actions legal or  
administrative proceeding, claims, demands, damages, liabilities, interest, attorneys fees, 
costs and expenses of whatsoever kind of nature, whether arising before or after final 
acceptance and in any manner directly or indirectly caused, occasioned, or contributed to 
in whole or in part by reason of any act, error or omission fault or negligence whether 
active or passive by the Contractor, or anyone acting under its direction, control of its 
behalf in connection with or incident to its performance of the Contract.  
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Proposal #P1476.10 – City Website Design 

 

 

I. OVERVIEW 

 

 We are looking for a new City of Hagerstown website to set the look, feel and to 
 reflect the image of Hagerstown as “a great place to live, work and visit” and as a 
 proud and prosperous community. We desire a design that looks professional, 
 trustworthy, and established. This website must also be easy to navigate and find 
 city information. 
 
 This site is targeted to the general public, residents of the City of Hagerstown, and 
 visitors looking for information on the City of Hagerstown. 
 
 A Content Management System (CMS) is to be developed to allow multiples 
 administrators/users to create/delete new pages, modify the content and 
 upload/delete files on webserver. 
 
 Current City website has approximately 350 pages and averages 1200 page views 
 per day. 
 
 Hosting for the website will be provided by the City of Hagerstown. 
 

II. SERVER SPECIFICATIONS 
 
 a. DELL Power Edge R300 
 b. CPU = X3363, 2.83 GHz, 2x6M Cache, 1333Mhz FSB 
 c. RAM = 8GB DDR2, 667MHz, 2x4GB Dual Ranked DIMMs 
 d. Hard Drive = 2 mirrored 500GB 7.2K RPM Near-Line SAS 3  
 e. Gbps 3.5-in Cabled hard drives – RAID 1 
 f. Operating System = Windows Server 2008 R2, Web Edition 
 g. Software = Coldfusion ver.9, SQL 2008 Express, Visual Studio   
  2008, ISAPI Rewrite3 Manager 
 

III. REQUIREMENTS 

 
 The public website and administrative site will be designed to HTML 5   
 and Microsoft ASP.Net web standards and must work on all modern   
 operating systems and browsers, including Macintosh and Windows,   
 Firefox, Chrome, AOL, MSN and Opera. Public website must also work   
 on mobile devices such as smart phones and ipads.  
 
 Website must be designed to be compliant with American with Disabilities Act, 
 Section 508. 
 
 There are no specific requirements for logo, color palette, or content at this time. 
 We do have a City Seal to be incorporated into the design. 
 
 The overall design must be flexible and expandable. Menu and sub-menu items  
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Proposal #P1476.10 – City Website Design 

 

 

 must be easily editable and expandable. Consider the possibility of 25 sub-menu 
 items to a category. 
 
 Emphasis for the layout & design should be placed on a single, linked external 
 cascading style sheet file. Embedded and/or imported style sheet use should be 
 limited and used only when pertinent to specific, necessary, functionality.  Naming 
 conventions should be logical and concise. 
 
 All source code & imagery files become the property of The City of Hagerstown. 
 
 The Home page will include (at least) the following sections: 
  
  Graphic Header 
  Photo must be able to be changed by administrators. 
 
  Main Menu 
  Home 
  About Hagerstown 
  Residents 
  Business  
  Visitors 
  Directory 
  I Want To 
 
  Admins shall be able to add/delete menu items and drop-down links. 
 
  Each link will have a drop-down menu (20 items) and each drop-down link  
  will have a dropdown menu (10 items).  
 
  Secondary Menu 
  Calendar 
  News/Announcements 
  Public Hearings 
  Mayor and Council 
  Upcoming Meetings 
  Purchase & Bids  
  Subscribe to ecasts 
  Hagerstown Government Television 
  Utilities 
  Construction Updates/Notices 
  Customer Service 
 
  Admins shall be able to add/delete menu items and drop-down links. 
 
  Content Area: 
  Admins/Users must be able to add/delete content such as text, photos, email  
  links  and hyperlinks, embed Google maps 
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Proposal #P1476.10 – City Website Design 

 
 
  Search Engine 
  Google Custom Search will be included top of all pages 
 
  Footer Menu 
  Contact information 
  Site Map 
  Copyright 
  Google Translator with Flags (see sample website) 
 
  Footer shall be included on all pages. 
  Content Management System (CMS) 
  CMS shall be coded to Microsoft ASP.Net web standards 
  Ability to create Admins and Users. Admins will have access to all content.  
   
  Admins shall be able to add/delete menu items and drop-down links. 
 
  Users shall be able to be limited to specific group/individual pages. 
  
  Ability for Admins/Users to create new pages, add content (text, photos,  
  email links, hyperlinks to websites, internal webpages and files uploaded to  
  server such as .doc, .pdf, .dwg, .tif, .xls. so end users can download and to  
  embed google maps.)  
 
  Photos uploaded to website must have option to be re-sampled to web   
  version. 
 
  Ability for Admins to add/delete new items to main menu, secondary menu  
  and drop-down menus and link to new pages or files uploaded to server. 
 
  Ability for Admins/Users to upload/delete files from server and to be able to  
  create links to files. 
 
  Written instructions on how to create new administrators, permissions, roles  
  and reset passwords must be provided to Network Administrator and Web  
  Coordinator.  
 
  Ability to Admins/Users to embed google maps as content. 
 
  Code for Google Analytics shall be included on all web pages. Code shall be  
  provided by the City of Hagerstown. 
 
  Website shall include Google Custom Search (see sample website) for entire  
  website. 
 
  Email links shall be coded to minimize spammers (such as CAPTCHA.) 
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IV DESIGN / LAYOUT 

 

 10 meetings with department representatives to discuss content needs for each 
 department is required. 
 

V TRAINING 

 

 Must meet with 1 time with each department for training of a CMS. 

 

VI RANKING OF BIDS 

 

 a. Price:  50% 
 b. Website Platform: 25%  
 c. Experience:  25%  
 

VII SUPPORT 

 
 a. Must provide one year of technical support, including working with   
  network administrator to resolve any server related problems. 
 b. Must provide one year CMS support for changes to content/database. 
 

VIII PAYMENT 

 
 a. 20% on acceptance of bid 
 b. 30 % after approval of website proof 
 c. 50 % after completion of project. 
 

IX TIMELINE 

 
 The project must be completed within 10 weeks. 
 

X SAMPLE WEBSITES 

 
 a. www.leesburgva.gov (simplicity of design) 
 b. www.flower-mound.com (google custom search) 
 c. www.kcmo.org (google translator at bottom) 
 d. www.cityoffrederick.com (sample streaming video by granicus) 
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XI OPTIONS 

 
 Please give price for each option. 
 

 Option A 

 

 1. Calendar of Events 
 2. Add CMS capabilities to add date, time, description, hyperlinks that display  
  as a monthly calendar. End User must be able to click on day and a listing of  
  the day’s events opens in new window. 
 

 Option B 

  

 Streaming Video 
 
 Integrate new website design with Video Hosting Service such as Granicus or 
 Swagit  
 
 1. Page will be created for streaming live video of meetings and other programs 
 2. Agendas shall be posted and indexed with meetings 
 3. Page shall be created listing past meetings and programs 
 4. Streaming video shall be viewable on IE, Firefox, Chrome, Safari and Mobile 
  devices. 
 5. Ability to burn DVDs of meetings and programs 
 6. Must meet HTML 5 Video standards. 
 

 Option C 

  

 RSS Feed 
 
 Integrate new website with RSS feed for press releases, traffic advisories,  
 construction advisories, agendas.  
 
 End Users clicks on RSS feed item and full version opens in new window. 
 

 Option D 

 

 Photo Gallery 
 
 The creation of a photo gallery with the ability to add text details as follows: 
 
 1. Title 
 2. Description: 
  a. Ability to arrange order of photos 
  b. Photos will come in all sizes.  
  c. Uploaded photos must be scaled to web standard (800px x 600px) 
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XII. SUBMISSION GUIDELINES 

 
 There will be two (2) documents submitted as part of the proposal: 
  
 1. Proposal Response 
 2. Pricing Letter 
 
 Each is required to be in separate sealed envelopes. 
 
 1. Proposal Response 
 
  Proposals should be typed and should be:  
   a. As brief as possible 
   b. Should not include any unnecessary promotional material.   
 
  Proposals shall not contain extraneous marketing materials or information  
  that is not pertinent to this RFP. 
 
  For ease of handling, it is requested that standard 8 ½” x 11” paper be  
  used with the simplest possible method of fastening (except that paper  
  clips shall NOT be used), considering the size of the proposal.   
   
  Drawings are not limited to the 8 ½” x 11” size. 
 
  A Letter of Proposal shall be submitted as an introductory cover letter. 
 
 2. Pricing Letter 
 
  A total fee estimate with itemization of each service being proposed must  
  be received in a separate sealed envelope from the proposal response  
  document.   
 
  This letter may take the standard form of a letter, with clearly   
  distinguishable delineation of task pricing and total estimated cost for the  
  project. 
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SIGNATURE TO BID - (SUBMIT IN Triplicate) 

 

 

Each bid must show the full business address and telephone number of the Bidder and be 
signed by the person legally authorized to sign contracts.  All correspondence concerning 
the bid and contract, including notice of award, copy of contract and purchase order, will 
be mailed or delivered to the address shown on the bid in the absence of written 
instructions from the Bidder to the contrary.  Bids by partnerships must be signed in the 
partnership name by one of the members of the partnership or by an authorized 
representative, followed by the signature and designation of the person signing, who shall 
also state the names of the individuals composing the partnership.  Bids by corporations 
must be signed with the name of the corporation, followed by the signature and 
designation of the officer having authority to sign.  When requested, satisfactory evidence 
of authority of the officer signing in behalf of the corporation shall be furnished.  Anyone 
signing the bid as agent shall file satisfactory evidence of his/her authority to do so. 
 
All documents, materials, or data resulting from this contract are the City’s property.  The 
City has the right to use and reproduce any documents, materials, and data, including 
confidential information, used in or developed as a result of this contract.  The Bidder 
warrants that it has title to or right of use of all documents, materials, or data used or 
developed in connection with this contract.  All erasures and/or changes shall be initialed 
by the individual making modifications to the Bid. 
 
BIDDER MUST SIGN HERE AND RETURN THIS PAGE AND THE BID FORM IN 
ADDITION TO SUBMITTING ANY DOCUMENTS CALLED FOR BY THE 
GENERAL CONDITIONS AND INSTRUCTIONS TO BIDDERS, SPECIFICATIONS, 
AND ANY OTHER DOCUMENTS HEREIN CONTAINED. 
 
By signing here, Bidder does hereby attest that he/she has read fully the general 
conditions and instructions, specifications, and any other documents herein contained, 
and does understand them and will furnish and deliver all labor and materials in 
accordance with the specifications for the price as listed on the proposal form. 
 
COMPANY NAME: ____________________________________________________________ 
 
CONTACT NAME: ____________________________________________________________ 
 
TELEPHONE NUMBER: _______________________________________________________ 
 
ADDRESS: ____________________________________________________________________ 
 
CITY:  __________________________________ STATE: _______ ZIP___________________ 
 
 
This form was completed and submitted by: __________________________________________ 

(Please print or type full name) 
 
Title of Individual: _________________________________ 
 

Signature of Individual: _____________________________ 
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Affirmation Regarding Collusion (SUBMIT IN TRIPLICATE) 

 

 
 

I AFFIRM THAT: 
 
Neither I nor, to the best of my knowledge, information, and belief, the below stated 
business has: 
 
(a) Agreed, conspired, connived, or colluded to produce a deceptive show of 

competition in the compilation of the accompanying bid or offer that is being 
submitted; 

(b) In any manner, directly or indirectly, entered into any agreement of any kind to 
fix the bid price or price proposal of the Bidder or of any competitor, or otherwise 
taken any action in restraint of free competitive bidding in connection with the 
contract for which the accompanying bid or offer is submitted. 

 

AFFIRMATION REGARDING BRIBERY CONVICTIONS 

 

I FURTHER AFFIRM: 
 
Neither I nor, to the best of my knowledge, information, and belief, the below business 
(as is defined in Section 16-101 (b) of the State Finance and Procurement Article of the 
Annotated Code of Maryland), or any of its officers, directors, partners, or any of its 
employees directly involved in obtaining or performing contracts with public bodies (as 
is defined in Section 16-101(f) of the State Finance and Procurement Article of the 
Annotated Code of Maryland), has been convicted of, or has had probation before 
judgment imposed pursuant to Article 27, Section 641 of the Annotated Code of 
Maryland, or has pleaded nolo contendere to a charge of, bribery, attempted bribery, or 
conspiracy to bribe in violation of Maryland law, or of the law of any other State or 
federal law, except as follows (indicate the reasons why the affirmation cannot be given 
and list any conviction, plea, or imposition of probation before judgment with the date, 
court, official or administrative body, the sentence or disposition, the name(s) of 
person(s) involved, and their current positions and responsibilities with the business): 
 
BIDDER’S COMPANY/FIRM:  _____________________________________________ 
 
ADDRESS: _____________________________________________________________ 
 
AUTHORIZED SIGNATURE:  _____________________________________________ 
 
NAME AND TITLE PRINTED:  ____________________________________________ 
 
FEDERAL EMPLOYER’S IDENTIFICATION NUMBER___________________ 

 
 

For Informational Purposes Only:  Has your company/firm been certified by the State of Maryland as a 
Minority Business Enterprise?  (Please check below.) 

    _____ Yes  _____ No 


