Request for Proposal

Community Website Design

Issue date: October 28, 2011

Closing location:

Halton Hills Public Library, 224 Maple Avenue, Georgetown, ON L7G 1X2

(N.B. If rear entrance to library isn’t open 

then you can put package through book slot in front of building)

Closing date and time:

Six complete copies of each proposal must be received by:

5:00 p.m. local time on 

November 16, 2011.

Contact Person:  Beatrice Sharkey

Tel:  416-575-1232; sharkey@look.cadraft dated October 1, 1997

1. Project Summary

The Halton Hills Cultural Roundtable (HHCR) in conjunction with the Town of Halton Hills, The Halton Hills Chamber of Commerce and the Halton Hills Public Library is seeking proposals from web design firms to analyze, plan, design, build and test a new community-based arts, culture and heritage website as well as to consider future needs and functionality.  

2. Administrative Requirements

The following terms will apply to this Request for Proposal and to any subsequent Contract.  Submission of a proposal in response to this Request for Proposal indicates acceptance of all the following terms.

Request for Proposal Terminology

Throughout this Request for Proposal, terminology is used as follows:

a) “Contract” means the written agreement resulting from this Request for Proposal executed by HHCR and the Consultant.

b) “Consultant” means the successful Proponent to this Request for Proposal who enters into a written Contract with HHCR.

c) “Must”, “mandatory” or “required” means a requirement that shall be met in order for a proposal to receive consideration.

d) “Proponent” means an individual or a company that submits, or intends to submit, a proposal in response to this “Request for Proposal”.

e) “HHCR” means the organization responsible for the Contract.

f) “Should” or “desirable” means a requirement having a significant degree of importance to the objectives of the Request for Proposal.

3.
Request for Proposal Process

3.1 Proponents’ Meeting – N/A

3.2
Enquiries

All enquiries related to this Request for Proposal are to be directed, via email, to Beatrice Sharkey, sharkey@look.ca.  Information obtained from any other source is not official and should not be relied upon.  Enquiries and responses will be recorded and may be distributed to all Proponents at HHCR’s option.  

3.3
Closing Date

Six complete copies of each proposal must be received by 5:00 p.m., local time on November 16, 2011 at the address above.

3.4
Late Proposals

Late proposals will not be accepted.

3.5
Eligibility

Proponents are further cautioned that the acceptance of their proposal will preclude their participation as a Proponent in subsequent phases where a conflict of interest may arise.  This includes, but is not limited to, current or future corporate or other interests, in connection with this project.  It is suggested that prospective Proponents study the project implementation strategy carefully to determine whether or not they plan to submit a proposal on subsequent phases.

3.6
Evaluation Committee

Evaluation of proposals will be by a committee formed by the project partners as named in #1 above.  

3.7
Evaluation and Selection

The evaluation committee will check proposals against the mandatory criteria.  Proposals not meeting all mandatory criteria will be rejected without further consideration.  Proposals that do meet all the mandatory criteria will then be assessed and scored against the desirable criteria.  HHCR’s intent is to enter into a Contract with the Proponent who has the highest overall ranking. 

3.8
Negotiation Delay

If a written Contract cannot be negotiated within thirty days of notification of the successful Proponent, HHCR may, at its sole discretion at any time thereafter, terminate negotiations with that Proponent and either negotiate a Contract with the next qualified Proponent or choose to terminate the Request for Proposal process and not enter into a Contract with any of the Proponents.

3.9
Debriefing

Unsuccessful Proponents may request a debriefing meeting with HHCR.

4.
Proposal Preparation

4.1
Signed Proposals

The proposal must be signed by the person(s) authorized to sign on behalf of the Proponent and to bind the Proponent to statements made in response to this Request for Proposal.

4.2
Alternative Solutions

If alternative solutions are offered, please submit the information in the same format, as a separate proposal.

4.3
Irrevocability of Proposals

By submission of a clear and detailed written notice, the Proponent may amend or withdraw its proposal prior to the closing date and time.  Upon closing time, all proposals become irrevocable.  By submission of a proposal, the Proponent agrees that should its proposal be deemed successful the Proponent will enter into a Contract with HHCR.

4.4
Changes to Proposal Wording

The Proponent will not change the wording of its proposal after closing and no words or comments will be added to the proposal unless requested by HHCR for purposes of clarification.

4.5
Working Language of HHCR

The working language of the municipality is English and all responses to this Request for Proposal must be in English.

4.6
Proponents’ Expenses

Proponents are solely responsible for their own expenses in preparing a proposal and for subsequent negotiations with HHCR, if any.  If HHCR elects to reject all proposals, HHCR will not be liable to any Proponent for any claims, whether for costs or damages incurred by the Proponent in preparing the proposal, loss of anticipated profit in connection with any final Contract, or any other matter whatsoever.

4.7
Limitation of Damages

Further to the preceding paragraph, the Proponent, by submitting a proposal, agrees that it will not claim damages, for whatever reason, relating to the Contract or in respect of the competitive process, in excess of an amount equivalent to the reasonable costs incurred by the Proponent in preparing its proposal and the Proponent, by submitting a proposal, waives any claim for loss of profits if no agreement is made with the Proponent.

4.8
Firm Pricing

Proposal pricing must be firm for at least 90 days after the closing date.  Prices will be firm for the entire Contract period. Please include a financial breakdown of project components.

4.9
Currency and Taxes

Prices quoted are to be:

· in Canadian dollars

· Harmonized Sales Tax to be indicated as a separate line item

4.10
Completeness of Proposal

By submission of a proposal the Proponent warrants that, if this Request for Proposal is to design, create or provide a system or manage a program, all components required to run the system or manage the program have been identified in the proposal or will be provided by the Consultant at no charge.

5.
Additional Terms

5.1
Sub-Contracting

Using a sub-consultant (who must be clearly identified in the proposal) is acceptable.  This includes a joint submission by two Proponents having no formal corporate links.  However, in this case, one of these Proponents must be prepared to take overall responsibility for successful interconnection of the two product or service lines and this must be defined in the proposal.

Sub-contracting to any firm or individual whose current or past corporate or other interests may, in HHCR’s opinion, give rise to a conflict of interest in connection with this project will not be permitted.  This includes, but is not limited to, any firm or individual involved in the preparation of this Request for Proposal.

5.2
Acceptance of Proposals

a) This Request for Proposal should not be construed as an agreement to purchase goods or services.  HHCR is not bound to accept the lowest priced or any proposal of those submitted.  Proposals will be assessed in light of their congruency with the project’s objectives.  HHCR will be under no obligation to receive further information, whether written or oral, from any Proponent.

b) Neither acceptance of a proposal nor execution of a Contract will constitute approval of any activity or development contemplated in any proposal that requires any approval, permit or license pursuant to any federal, provincial, regional district or municipal statute, regulation or by-law.

5.3
Definition of Contract

Notice in writing to a Proponent of the acceptance of its proposal by HHCR and the subsequent full execution of a written Contract will constitute a Contract for the goods or services, and no Proponent will acquire any legal or equitable rights or privileges relative to the goods or services until the occurrence of both such events.  

5.4
Liability for Errors

While HHCR has used considerable efforts to ensure an accurate representation of information in this Request for Proposal, the information contained in this Request for Proposal is supplied solely as a guideline for Proponents.  The information is not guaranteed or warranted to be accurate by HHCR, nor is it necessarily comprehensive or exhaustive.  Nothing in this Request for Proposal is intended to relieve Proponents from forming their own opinions and conclusions with respect to the matters addressed in this Request for Proposal.

5.5
Agreement with Terms

By submitting a proposal the Proponent agrees to all the terms and conditions of this Request for Proposal.  

5.6
Modification of Terms 

HHCR reserves the right to modify the terms of the Request for Proposal at any time at its sole discretion before the closing date. Modifications based on quotes and available resources are also possible after the closing date.

5.7
Ownership of Proposals and Freedom of Information

All documents, including proposals, submitted to HHCR become the property of HHCR.  They will be received and held in confidence.

5.8
Use of Request for Proposal 

This document or any portion thereof may not be used for any purpose other than the submission of proposals.

5.9
Confidentiality of Information

Information pertaining to HHCR obtained by the Proponent as a result of participation in this project is confidential and must not be disclosed without written authorization from HHCR.

6.
Selected Contract Clauses

6.1
Registration with Workers’ Safety and Insurance Board – N/A

6.2
Business Registration

The successful Proponent may be required to register to conduct business in Ontario.  

6.3
Laws of Ontario

Any Contract resulting from this Request for Proposal will be governed by and will be construed and interpreted in accordance with the laws of the Province of Ontario.

6.4
Arbitration

All disputes arising out of, or in connection with the Contract, must, unless the parties otherwise agree, be referred to and finally resolved by arbitration pursuant to the Commercial Arbitration Act.

6.5
Indemnity

The Consultant will indemnify and save harmless HHCR, its employees and agents from and against all claims, demands, losses, damages, costs and expenses made against or incurred, suffered or sustained by HHCR at any time or times (either before or after the expiration or sooner termination of this Contract) where the same or any of them are based upon or arise out of or from anything done or omitted to be done by the Consultant or by any servant, employee, officer, director or sub-consultant of the Consultant pursuant to the Contract excepting always liability arising out of the independent acts of HHCR.

6.6
Insurance

When requested, the Proponent shall supply to HHCR, a summary of insurance coverage presently being maintained by the Proponent including but not exclusive to Professional Liability Insurance, Comprehensive General Liability and Automobile Insurance, in the amount of Two (2) Million Dollars.  Such summary shall include the name of the Insurance Company, type of insurance and amount of such coverage.

The furnishing of this insurance shall not limit any of the indemnification, obligations or liabilities expressed elsewhere in the Contract documents.

It is understood and agreed, that the coverage provided by either of those insurance policies or specially required will not be changed or amended in any way nor cancelled by the Proponent until sixty (60) days after written notice of such change or cancellation has been delivered to the Proponent.

6.7
Contract Administrator – as above

6.8
Payment Holdback

The Contract may contain a provision whereby HHCR will hold back a portion of the total Contract price until the requirements of the Contract have been met.

6.9
Compliance With Laws

The Consultant will give all the notices and obtain all the licenses and permits required to perform the work.  The Consultant will comply with all laws applicable to the work or performance of the Contract.

6.10
Buyer Indemnification

The Proponent shall hold HHCR’s officers, agents, and employees free and harmless from and against any and all liability, including, but not limited to, cost of claims, suits, and counsel fees arising from, growing out of, or incidental to the actual or alleged use of any copyrighted composition, secret or proprietary process, patented or unpatented invention article or appliance, including foreign letters patents, furnished as a result of this proposal.

6.11
Software

It is the Consultant’s responsibility to ensure that HHCR has all licenses required to use any software that may be supplied by the Consultant prior to award of the Contract.

6.12
Intellectual Property Rights

HHCR will be the owner of the intellectual property rights, including patent, copyright, trademark, industrial design and trade secrets in any product developed through a Contract.  Licensing and marketing rights to the developed product will not be granted in the Contract.  Proposals regarding these rights should not be submitted in response to this Request for Proposal and will not be considered in evaluating responses.  If, in the future, HHCR elects to commercialize the developed product, the licensing and marketing rights will be negotiated separately.

8.
Project Scope, Requirements and Timelines

8.1 Objectives

The Objectives of the new Community Website include: 

· A website that informs members, visitors and the community about what is available in Halton Hills regarding arts, culture and heritage events, organizations, and businesses.

· A website that allows members to interact, exchange and share with each other, in a secure environment.  

· A website that is a useful “go to location” for information and resources for community groups in Halton Hills.

The new website will also:

· engage end users through a simple, appealing design and the latest in interactive features

· improve ease of use

· delivers a web standards compliant site that is user platform independent

· meets the requirements of the Accessibility for Ontarians with Disabilities Act ( minimum of Web Content Accessibility Guidelines 2.0 with a target AA)


· integrate a content management system that facilitates use by users with relatively little training

8.2 Desired Features

Desired features of the Halton Hills Community Website include: 

· A contemporary website making best use of Web 2.0 technology concepts and capabilities 

· Open architecture to create a website that delivers topnotch services and content to community groups. The website design and future modifications must NOT be limited by the use of any proprietary software platforms. We strongly prefer the use of content management technologies. 

· A professional looking website design including eye catching images and graphics – all while maintaining speed regardless of a user’s browser, OS, or degree of connectivity 

· Provides the ability to post images, video and content to the site in a manner that does not break any defined layout specifications (i.e. feel and look) using HTMLS

·  A website that non technical users can manage – therefore extremely simple to keep updated. This user-friendly site must be supported by an easy-to-use Content Management System with back-end administrative interface that allows personnel to easily update content without directly accessing source code. 

· Easily expandable to allow for new sections, services, products and projects (including available standardized templates) 

· An easily found website with excellent search engine response 

· Simple to use with clear concise directions allowing information and services to be found intuitively 

· Facilitate and encourage incoming and outgoing communication between community groups and members and the public; 

· Member Login capabilities providing access to confidential information for subscribed community groups members only 

· The opportunity for an enhanced membership directory. This would include the ability for members to record and keep their core membership information updated, as well as augmenting their profiles with material they choose such as pictures and personal information. This directory would be accessible to everyone; however, only subscribed, members would have this capability. 

· The opportunity for members to connect with each other via the Website. Social media concepts would be incorporated thereby allowing members to interact on a “private network” where they are assured of a community group member only audience. 

· A calendar of events that will be comprehensive enough to:

· Have users input their events

· Have an approval process

· Integrate with the rest of the website

· Be able to allow other sites to extract information in an XML format

· Have the ability to expand its functionality as our website grows

· Accessible by other websites


· An online user friendly new Membership Application form and procedure 

· Facilitate the generation and sending of eNewsletters 

· A distinct location on the Website to post volunteer opportunities 

· Incorporate the opportunity for tracking and creative us of banner ads and other creative ways to profile sponsors on the Website for potential revenue generation 

· Technology that would facilitate Member polling 

· The website must be built in accordance to AODA Guidelines;

· Include appropriate disclaimers regarding use of Website content and privacy of member information 

8.4
Website Requirements- Mandatory

8.4.1 
Graphic elements:  the site will have a consistent design style and layout themes.  The layout will be clean, and compelling by virtue of its simplicity. This set of themes will be flexible enough to support both modern "smart" mobile devices and users with larger personal computer monitors and/or the need for "large print" versions of the site. Complementing this general theme, there needs to be specific elements which will brand sections for arts, culture, heritage and youth.

8.4.2 
Content Management System (CMS): the system will have mechanisms for secure access to the web server for the transfer of content.  Staff users will have the ability to upload files to the system, create content on the system, edit existing content, delete content and reorganize the presentation of that content. There will be a minimum of three levels of access controls (author/publisher/ site administration). At minimum the entire functionality of the CMS will be available via a range of modern web browsers running of a variety of platforms; the use of desktop clients will be considered but cannot be mandatory. 

8.4.3 
Accessibility for Ontarians with Disabilities Act (AODA): the resulting website will meet the Web Content Accessibility Guidelines 2.0 with a target of Level AA.  The CMS will warn staff if content they are adding will not meet those criteria, and suggest methods of reaching compliance.

8.4.4 
Site Search:  All public elements within the scope of the site will be searchable, including uploaded PDF and Word files, as well as alt tags.  The act of making an element non-public will remove it from the public search. (Optional: non-public elements are also discoverable from a secured staff search interface). The search will rank by relevance, order results by the date made public, and provide faceting by document/page type and/or tags, etc.

8.4.5 
Event driven elements: It will be possible to schedule the time/date at which specific site elements become public, when they cease to be public, and whether or not they remain as a template for succeeding events. 

8.4.6 
User Documentation and training: HHCR is open either to webinar or onsite training.  

8.4.7 
Forms handling: The site will have a number of interactive or forms based features including: membership forms and user feedback...

8.4.8 
Polling/Questionnaires:  Users will be able to fill out a simple survey on a defined topic.  The state of the poll will be revealed after voting. A mechanism would exist to block repeat voting on a given poll.  A suggestion box and testimonial feature will also be offered.

8.4.9 
Mailing List: There will be a place for users to sign up for receipt of an electronic newsletter, with the information stored in a way that it can be used to additional marketing purposes.  

8.5
Website Requirements - Optional

8.5.1
Statistics:   HHCR anticipates using basic Google Analytics (GA) for site traffic reporting.  Integration of GA's XML reports into site reports is a bonus.

8.5.2
External link checking:  The CMS would have the ability to enumerate and check the status of any external URL referenced within the system, with a history of failures.  Ideally this would generate a report emailed to the site administrators.

8.5.3 Version archiving: The ability to roll either page or the whole site back to a selected previous state.

8.5.4
Micro sites: HHCR would like the ability to generate small standalone sites from the same interface that would have different web addresses, separate permissions, and separate reports.

8.6 Timelines

Responses are due on November 16, 2011. Interviews may be required with the shortlisted proponents on November 28, 2011 to clarify any outstanding issues and provide a brief presentation.   

Award of contract:  November 30, 2011 

Architecture:  December 20, 2012.  This involves a detailed conceptual design both in terms of graphics and the information architecture for the web site to be approved by the committee prior to commencing final design.

Design:  February 1, 2012 – completion.

Content Development and Testing:  February 1- March 15th 2012

Launch: April 1, 2012

9.
Evaluation Criteria

The following criteria form the basis upon which evaluation of proposals will be made.

9.1
Mandatory Criteria

The following are mandatory requirements.  Proposals not clearly demonstrating that they meet them will receive no further consideration during the evaluation process.

	Mandatory Criteria

	a)  Six hard copies of the proposal received by 5 pm November 16, 2011




9.2
Desirable Criteria 

Proposals meeting the mandatory requirements will be further assessed against the following criteria.  The relative weighting for each criterion is also given.

	Criteria
	Weight

	Qualifications of the firm and team
	20

	Experience of team with regards to website design, our requirements and WCAG 2.0
	20

	Cost Effectiveness
	30

	Methodology/Approach
	30

	Interviews may be held with shortlisted proponents
	25


10.
Proponent Response

The successful respondent must have substantial experience in website design, development and implementations as well as a proven track record for the consideration of future needs and functionality. 

All respondents must include the following in their proposals:

· Background of the firm/consortium indicating similar projects completed elsewhere, the scope of work, the time associated with this work and the cost, as well as contact information from clients including name, telephone and email address; 

· Resumes of the personnel assigned to the project, their current workload, and a set of URLs pointing to the public web sites they have developed and whether these sites represent the same mix of technologies being proposed for HHPL;

· If a consortium of firms is submitting a bid, indicate which projects involved the same group of firms and the lead consulting firm and project personnel;

· A breakdown of costs, with a timeline to indicate pricing at each stage and the related hours, hourly rates and the staff associated with these rates.  Pricing should include salary, administrative and overhead expenses, disbursements and profits;

· A narrative demonstrating an understanding of the project and scope, the firm’s role and library staff’s role.  Please indicate whether the timelines presented are realistic and how your firm would keep the project on-time and on-budget.  Also indicate how the design would integrate with existing technology.

11.
Proposal Format

Evaluation of proposals is made easier when Proponents respond in a similar manner.  The following format and sequence should be followed in order to provide consistency in Proponent response and ensure each proposal receives full consideration.  All pages should be consecutively numbered.

· Title Page, showing Request for Proposal number, Proponent’s name and address, telephone number and a contact person

· One page letter of introduction signed by the person or persons authorized to sign on behalf of, and bind the Proponent to, statements made in the proposal

· Table of contents including page numbers

· A short (one or two page) summary of the key features of the proposal

· The body of the proposal, including pricing, i.e. the “Proponent Response”

· Any additional information

12. Proponent Checklist

This checklist has been provided solely for the convenience of the Proponent.  Its use is not mandatory and it does not have to be returned with the proposal.  

· The requirements of the Request for Proposal have been read and understood by everyone involved in putting together the proposal.

· The proposal addresses everything asked for in the Request for Proposal.

· The proposal meets all the mandatory requirements of the Request for Proposal.

· The proposal clearly identifies the Proponent, the project, and the Request for Proposal number.

· The Proponent’s name and the Request for Proposal number appear on the proposal envelope.

· Every care has been taken to make sure the proposals are delivered in plenty of time, as late proposals will be rejected. 

· The proposal is being delivered by hard copy with six copies.



