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Request for Proposal 

Tacoma Community College (the College) seeks to receive proposals costing between $10K and $19.5K for consulting services in connection with planned changes to the College’s web site (www.tacomacc.edu), Student Portal, current intranet, and Staff Portal.

A letter of intent to respond, due no later than 4:30 pm on December 4, 2008 is required to enable distribution of clarifications and other correspondence to interested parties.

Proposals are due by 4:30 pm December 18, 2008. Submit four (4) hard copies of the proposal.  Two copies must have original signatures and two copies can have photocopied signatures.  At least one set of electronic copies of all documents must be included with the proposal on CD or DVD in Microsoft Word or PDF format.  The proposal, whether mailed or hand delivered, must arrive at the College’s Office of the Vice President for Administrative Services, address listed below, no later than 4:30 pm on December 18, 2008. The proposal packet must be in a sealed envelope and labeled “Web Design RFP”. 

It is the College’s intent to announce the apparent successful bidder no later than 4:30 pm on
 January 7, 2008.
Pam Brooks
Office of the VP for Administrative Services

6501 So. 19th St.

Bldg. 18
Tacoma, WA  98466
Section I

General Information
A.   PURPOSE

Tacoma Community College plans to migrate content and applications from TCC Online, its current Intranet site (IIS), to a Faculty/Staff portal employing Unicon’s  Academus product. At the same time the College wishes to study the structure and layout of www.tacomacc.edu as well as the College’s student Unicon/Academus portal.
The College annually enrolls an average of approximately 4,500 FTE students and employs approximately 500 faculty and staff.  Web and Portal content maintenance is performed by a group of approximately 150 faculty and staff.

B.  SCOPE
The College wishes to employ the services of an experienced website development consultant to study the existing structure and organization of the College’s public web site, student portal, and staff portal and provide recommendations for improvement.  The emphasis in this effort is not on graphical design but rather on the hierarchical arrangement of individual items, objects and links on each of the three sites including recommendations for labels to be applied to tabs channels and links.  The overall objective being a design that students, staff and the community will find logical, intuitive and easy to navigate.
The College envisions an iterative process wherein the College’s consolidated web/Portal steering committee (the Committee) and the College’s executive staff will have one or more opportunities to review and comment on the proposed recommendations.

Consultant will work with the Committee and the College’s executive staff to develop mission statements for each of the three sites that are responsive to the Stamats Marketing and Communication Audit performed in spring of 2008.  In addition all that file a letter of intent will be provided copies of  the College’s External Web Site Policy statement,  the College’s Website Publishing Guide, and the College’s Integrated Communications Plan. 
In addition to the mission statements, consultant is asked to provide an associated set of guidelines and/or a design philosophy to help guide future decisions regarding the ongoing development of the three sites.
The successful respondent will work with the College’s Business Division Dean, IS Director, and Marketing Director to lead the consolidated W3/Portal steering committee during the term of this project and provide written recommendations for its future organizational structure and its role in the ongoing development of the three sites.
Although much of the work can be accomplished remotely, the successful bidder will be required to attend multiple onsite meetings including, but not limited to, a pre-selection interview, a project kickoff meeting, one or more consolidated W3/Portal steering committee meetings, and presentation of the final reports and recommendations.

C.  DELIVERABLES

▪  Proposed project schedule with dates for important milestones.

▪  Written mission statements for www.tacomacc.edu, the College’s Student Portal, and the College’s Staff Portal.

▪  Written guidelines and/or design philosophy to help guide future decisions regarding ongoing development of the three sites.

▪  Written recommendations for improved organization of the three sites including identification of content and applications that are best suited for each site or sites; hierarchical organization of individual items, objects and links on each of the three sites including recommendations for labels to be applied to tabs channels and links; and recommendations for deletion of any unnecessary, redundant, undesirable or obsolete content.

▪  Presentation of the final reports and recommendations to the College’s executive staff and the consolidated web/portal steering committee.

D.  ISSUING OFFICE

The Tacoma Community College Office of the Vice President for Administrative Services is the issuing office for this document and all subsequent changes, modifications, or clarifications related to this RFP.  All communications should be in writing (email and fax are acceptable) and addressed to:


Pam Brooks



Office of the VP for Administrative Services



6501 So. 19th St.



Bldg. 18



Tacoma, WA  98466
Phone 
(253) 566 5051
Fax     
(253) 566-5128
pbrooks@tacomacc.edu

E.  INQUIRIES
Questions regarding this RFP which could have a significant impact on vendor responses should be submitted by email to Pam Brooks, Office of Vice President for Administrative Services.  Responses will be forwarded to all bidders who have submitted a letter of intent to participate.
F.  SCHEDULE OF PROCUREMENT ACTIVITIES

         Issue  RFP







November 20, 2008
         Vendor ‘letter of intent to respond’ to be received by
4:30 pm
December   4, 2008
         Last date for questions regarding RFP


4:30 pm
December 11, 2008
         Proposals due





4:30 pm
December 18, 2008
         Evaluate proposals, check references 
Interview finalists                                                    

         Announce apparent successful vendor


2:00 pm
January      7, 2008
The college reserves the right to revise the above schedule.

 Section II
Proposal Instructions
A.  WITHDRAWAL OF PROPOSALS

Proposals may be withdrawn any time prior to 4:30 p.m. December 18, 2008.  Withdrawal does not preclude the subsequent submission of another proposal prior to 4:30 p.m. December 18, 2008.
B.  ONSITE INTERVIEWS 

Proposals receiving final consideration will be required to attend an onsite interview.
C.  PROPOSAL FORMAT

The proposal must include a detailed description of proposer’s methods, any deliverables in addition to those specified above, relevant reference sites, a description of the proposer’s business history and other materials of use in the evaluation process including but not limited to:

▪  Experience in academic environments

▪  Relevance and extent of experience

▪  Quality and relevance of references

▪  Estimated hours spent in interviews, research, report preparation, presentations, and other activities

▪  Applicable hourly rates
▪  A not-to-exceed total project cost (maximum $19.5K)
Section III

Evaluation of Proposals
Tacoma Community College’s selection committee will evaluate and rank proposals based on:


1. Experience in academic environments
10 points


2. Relevance and extent of experience
10 points


3. Quality and relevance of references
10 points


4. Estimated cost



30 points
Section IV

Terms and Conditions
See attachment (State Terms & Conditions.doc), Part III, for Washington State terms and conditions. 
