Northwest Connecticut Arts Council

REQUEST FOR PROPOSAL

Transition to Single Multi-purpose Database
(RFP# 8-2011)
DATABASE DEVELOPERS, CLOUD-COMPUTING SERVICE PROVIDERS, AND SALES AND COLLABORATION SOFTWARE VENDORS

The Northwest Connecticut Arts Council is seeking proposals from Database Developers, Cloud-Computing Service Providers, and Sales and Collaboration Software Vendors to install, configure, and customize a database platform for our organization. This database will serve as a central Book of Record for all arts council contacts including members, donors, prospective members, and volunteers. This database will also be used to track our marketing and outreach efforts by storing information related to event attendance, interactions with the Arts Council, and associations between our contacts.
INTRODUCTION – NORTHWEST CONNECTICUT ARTS COUNCIL

The mission of the Northwest Connecticut Arts Council is to promote the arts and cultural resources of northwestern Connecticut as integral contributors to the quality of life in the region, to assist all artists and cultural organizations in their efforts to thrive, and to inform the general public about, and give access to the arts and culture of the region.

The Northwest Connecticut Arts Council serves as a central source for cultural information for its 24-town service area and surroundings.  This is a small, non-profit organization with an annual operating budget of almost $100K.  Services include:

· Online and printed Events Calendar

· CultureBeat newsletter

· Cultural Directory

· Information about Opportunities and avenues for Instruction in the arts

· Advocacy efforts

· Workshops for the cultural community

· Networking opportunities (Culture Mix events; Roundtable discussions, etc.)

· Peer Advisor consultancy services

· Directory of CT Authors and Literary Venues

· Regional collaborations (Open Your Eyes studio tour, A Bear Affair, Locally Grown History, Chairish the Arts, etc.)

The region served by the Arts Council includes:
Barkhamsted, Bethlehem, Colebrook, Cornwall, Falls Village/Canaan, Goshen, Hartland, Harwinton, Kent, Litchfield, Morris, New Hartford, New Milford, Norfolk, North Canaan, Plymouth, Roxbury, Salisbury/Lakeville, Sharon, Thomaston, Torrington, Warren, Washington, and Winchester/Winsted.

Our constituents include the general public and government as well as the cultural community within and around our 24-town service area in northwest Connecticut.  The cultural community includes, for example, performing, literary and visual artists, those offering arts instruction, cultural institutions including theatres, historical societies, libraries, festivals, schools, galleries, museums, theatre companies, dance companies, music organizations, literary groups, and organizations connected to the cultural field.
THE PROJECT

Overview of project goals

Current Data Structure 

The Council currently uses multiple sources of static information compiled in various, unrelated locations/applications.  There are too many databases to maintain, which more often than not produce inaccurate reports and conflicting or duplicate information.  Ultimately the time spent struggling with data is costly, in that it is a very inefficient use of limited resources.  It is additionally costly due to the lost donation income related to our inability to effectively direct membership/donation fund efforts.
Future Data Structure (as a result of this project)

One Central Database that…
· is focused on Membership, but serving other purposes, that allows us to enter the information ONE TIME for membership, accounting, mailing list, and possibly other data sources (email service, website data).

· provides accurate information to use in membership processing (letter and renewal notice generation, other membership communications, etc.).

· provides accurate information for membership reports, such as:

· types of membership (eg. Lists of current business members, of lapsed artists, etc.)

· status of membership program at a point in time

· comparative reports on the progress of the membership program overall and by category

· reports regarding attrition

· additional reports (size of gift, changes in size of gift, etc.)

Current Computing Environment

We are currently using 2 PC’s, each over 5 years old, and 1 MAC approximately 3 years old networked together through a router with Internet access. One of the PC’s is acting as a server, but does not run a server operating system.
Future Computing Environment

If we need to upgrade or replace our current computing environment in order to fully implement a new Primary Database, we are willing to consider additional hardware and software purchases. The specifics of that equipment are outside the scope of this RFP. However, we would like to know the minimum hardware, software, and networking requirements needed to implement any proposed solution.
Project Phases:  Project is anticipated to be a two-phase project; this RFP is for PHASE ONE.
Phase One will address the need to have one main database which is focused on the Membership program (donations), but serves other purposes as well.

Phase Two will integrate new Central Database with the Arts Council website’s databases, so that when the public submits information to be posted on one of the four interactive website databases (events, instruction, opportunities, and directory), the information will relate to the central database developed in Phase One.

Phase One is the first priority followed by up-grading our website. Once these two tasks are complete, Phase Two will follow.  However, for the purpose of this RFP, we are focusing on the details of Phase One, with general information about Phase Two provided for foresight.

GOALS:

Phase One Primary Goals:

· To have one relational database/accurate source for all donor/member information.
· To have a systematic and streamlined procedure to record all donor/member transactions
· To allow for easy transfer of info between QuickBooks and relational database

· To consolidate all lists into one relational database (mailing list, email list, memberships, sponsors, board members)

· To have access to database records for all staff from any computer 
Phase One Secondary Goals:

· To improve communication with donors/members

· To consolidate a calendar of key deadlines

· To help track progress of various campaigns and projects against benchmarks

Phase Two Goals:

· To have the membership status of anyone submitting information via the website applied to their contact details automatically through some type of connection between the website and the central database holding this info.
Phase Two Secondary Goals:

· To be able to identify and cultivate non-members using the site and to hopefully convert them to supporting, donating members

· To know more about our members via their listing submissions (whether they are an event lister, an individual artist and in what disciplines, whether they work or volunteer for a cultural business, etc.)

HIGH LEVEL REQUIREMENTS:
Database Information Functionality:

· Ability to search the contact database by Caller ID, Name, email address as soon as an interaction is initiated. (i.e. if someone calls the office, the person answering the phone should be able to quickly call up this contact on any computer.)

· Ability to assign contacts to multiple categories (for example, member, non-member, donor, vendor, board member, sponsor, ambassador, staff, etc.)

· Ability to capture multiple attributes about a contact (town, discipline, project involvement, campaign involvement, etc.)

· Ability to track multiple types of interactions between contacts and the NWCT Arts Council (for example, phone calls, emails, attendance at events, etc.) 

· Ability to capture all known methods of communication for all contacts (multiple phone numbers, multiple email addresses, multiple addresses, etc.)

· Ability to indicate the preferred method of communication for all contacts.

· Ability to capture the relationships/associations between contacts (i.e. co-workers, co-members in other groups, family relationships, business relationships)

· Ability to track the services which contacts are participating in (ex. Discount card program as a user, Discount card program as a vendor offering a discount, email list, events listing, instructional listing, etc.)

· Ability to track when a contact attends an event.

· Ability to track donors who do not want to be recognized as a "member"

· Ability to track the value of professional time or skills donated for an event or project.

· Ability to track the value of artistic works donated for an event or project.

· Ability to identify contacts whose membership is about to expire.

· Ability to identify donors by different donation levels.

· Ability to identify new members, renewing members, and non-renewing, and “reminded” members

· Ability to capture membership information for all contacts identified as belonging to the category "member". (For example, membership start-date, membership expiration date, membership category, etc.) with automatic application of expiration date/grace period.

· Ability to identify the amount of time between when a membership expires and when it is renewed

· Ability to identify prospective members (i.e. contacts who have a high number of interactions but a non-membership status.)

· Ability to capture if a contact is a business or an individual.

· Ability to define who is a member and who is a non-member/ participant

· Ability to define who is a New Member and who is a Renewing Member

· Ability for the main database to interact with the financial database (currently Quickbooks) for consistency of names, contact information, and to track money paid for donations, membership fees, etc.

· Ability to import data into the contact database.

· Ability to export data from the contact database.

· Ability to access contact information from all computers in the office. 

· Ability to access contact information from remote locations. (For example, staff members working on a computer from home, possibly staff members using a smartphone)

· Ability to restrict access to certain database information based on staff user ID/ job function.

· Ability to backup the contact information and financial information on a regular basis.
Report Functionality:

· Ability to run custom queries/reports from the contact database (for example, the number of visual artists who have attended an event in the last 3 months.)

· Ability to report on who are current members at any point in time (including membership period/grace period as option guidelines)

· Ability to report on who are donors

· Ability to report on who are volunteers 

· Ability to determine Attrition of Memberships

· Ability to create new custom reports from all data available in the contact database.

· Ability to identify the non-financial implications of fundraising events (for example, the number of new members, new volunteers, new contacts, etc.)

Database Communication Functionality:

· Ability to generate email distribution lists and postal mailing lists from the contact database based on a specific set of criteria (categories, town, membership status, “new” as of a specific date, etc.)
· Ability to either interact with our current mass-email provider (Patron Mail) or to supplant our current mass-email provider at the same level of service or better.
· Ability to automatically generate acknowledgement letters when a donation or a membership donation has been received.

· Ability to send acknowledgement letters to contacts using their preferred communication method (i.e. to send receipts as email attachments, or to print and mail receipts to physical addresses)

· Ability to send membership renewals to contacts using their preferred communication method (i.e. to send receipts as email attachments, or to print and mail receipts to physical addresses)

· Ability to automatically generate membership renewal notices.

Website Functionality (primarily for Phase Two):

· Ability to keep the email lists generated by the contact database in sync with the email list used by the e-marketing provider

· Ability to automatically add new members to all email distribution lists, and website directories and databases with the category of "member", including date of expiration, and grace period.
· Ability to accept membership applications online and incorporate all data directly into the database

· Ability to have the contact database interact with the website (for the purpose of controlling access to certain website features that are benefits to donating members).

· Ability to determine if the person submitting calendar event or cultural directory listing through the website is a current member of the NWCT Arts Council.

· Ability to track contacts who are submitting information to the website

General Functionality:

· Ability to safely and automatically backup the database on a regular basis

· Ability to assign user permissions and roles to prevent “accidental” changes to the database by limiting data access and functionality 

CURRENT ISSUES AND DESIRED OUTCOMES:

PHASE ONE (for this RFP)
Problems that need to be addressed in Phase One:

· We do not have a central, multi-relational information source to access accurate, up-to-date information. 

· We are currently using QuickBooks, an accounting program, as a source for membership reporting and management.

· Data is repetitively checked for duplication and accuracy causing an excessive drain on staff time and resources.

· We do not have a clear understanding of the effectiveness of our membership program or campaigns.

· Our email marketing campaigns for membership are minimal to nonexistent.  

· Membership processing and donor acknowledgement is time consuming, inefficient, and inconsistent.

· Our calendar and tasks are not systematic.

· We don’t stay in touch with members directly.

Phase One Outcomes

· Membership reports by status, amount, category, relationship to Council, etc.

· Membership communications, letters and emails generated from relational database

· Produce and distribute “CultureOutlook” emailings and other mass emailings in a more targeted fashion

· Mailing list with specified parameters downloadable to Excel (eg. Members, non-profit cultural businesses, non-members, libraries, lapsed members, artists, etc.)

· Snapshot on effectiveness of overall marketing efforts, and individual campaigns.

· View of program-wide calendar with key deadlines/benchmarks.

PHASE TWO

Problems that need to be addressed in Phase Two:

· Membership status for those submitting information via the website (through any of the four interactive web pages) must be looked up manually and applied to each listing one by one.

· We do not easily capture and stay in touch with those who submit information to the website and so are not able to cultivate those who are non-members.

Phase Two Outcomes

· Membership status for site listings will be automatically applied (overrides should be possible).

· Better communication with site users and hopefully stronger relationships resulting in more donors.

· More detailed information about our constituents will allow us to better direct information and resources of interest to them.

WHAT TO INCLUDE IN REPONSE TO RFP 
We are looking for assistance in transitioning from our current system, described above, to a single, multi-purpose database.  We will consider solutions which meet our needs that involve either an out-of-the-box software program which can be customized, or a more customized non-proprietary program.  We will consider solutions that are either cloud-based or in-house tools or a combination thereof. The scope of work should include:

1. Installing, configuring, and customizing the database platform for our use.  (This may include providing requirements for any hardware, software, or cloud computing services that may be required.)

2. Guiding the staff in efficient ways to prepare the current database for a smooth transition into the new database. (This may include recommendations for backing up the current data, putting it into a .CSV or Excel format, and importing the current data.)
3. Reviewing any backup procedures for the new database (if solution is not cloud-based).

4. Working with the staff to determine how the database should be set up to meet the organization’s needs regarding categories, reports, templates, labels, contacts, etc.
5. Setting up the database based on the determinations in #4 above.

6. Designing and testing a set of preliminary reports and letters as specified in “Phase One Outcomes” above.

7. Training the staff on the use of the database to address the organization’s needs as described herein.

8. Training the staff regarding how to take advantage of up-grades, new applications, minor customizations, backing up the data, etc. having to do with the new database.

9. Developing a written Training Procedure Manual that can be up-dated by staff.

HOW TO RESPOND TO RFP

The deadline for submitting proposals is September 23, 2011.

Proposals can be submitted electronically by emailing a Microsoft Word or PDF version of the proposal to: awynn@artsnwct.org
You can also mail three (3) hardcopies to:

Amy Wynn, Executive Director

Northwest Connecticut Arts Council

40 Main Street, Suite 1

Torrington, CT 06790
Please include the following information within your proposal:

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

Client References – Provide contact information for at least two, but preferably three other non-profit clients you have helped in a similar way as our needs describe.

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

· Requirements gathering

· Writing technical specifications

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

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

· Who will be assigned to our account? (a project manager, developer, strategist, etc?)

· What kind of documentation do you provide (if any)

· What are your expectations of us as a client 

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

Estimated Project Kickoff Date – We would like to be using the fully functional single database for Phase One no later than March 1, 2012, and would welcome an earlier completion date.  Based on your schedule and current workload, give us an estimate of how soon you could begin the project if we accepted your proposal.

Functionality Specific Quotes
In order to help us understand the work effort involved in completing this project, for the first three High Level Requirements we are seeking: Database Information, Report, and Database Communication functions, please supply the following information:
· Estimated number of hours to complete each feature

· Estimated Cost to complete each feature

· Dependencies – please note any features that may need to be developed together in order to deliver functionality
Collaboration with existing Designers/Developers

The Northwest Connecticut Arts Council will be redesigning their existing website. Part of this re-design will include the connection of information between the main database and the website’s databases: Online Donations, Mailing/Emailing list sign ups, Event Submissions, Opportunity Submissions, Instruction Submissions, Cultural Directory Submissions, Take Part offers, and Board and Staff lists.  

Proposals should include a strategy for providing this integration, which will be implemented fully in Phase Two.
Proposal Acceptance

All RFP’s are due by close of business on Friday, September 23, 2011.

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

A final decision will be made after the interview or demo is conducted and all questions have been addressed. The Vendor chosen will be notified no later than Monday, October 17, 2011.
Questions

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

Amy Wynn, Northwest Connecticut Arts Council, (860) 618-0075 or awynn@artsnwct.org.


ADDITIONAL INFORMATION

We have approximately 2000 names in our mailing list

We have approximately 350 members (current) and an estimated 100 lapsed members

We have approximately 1400 people signed up to receive our mass emails

· Current Status and Short Falls detail - available upon request
