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Request for Proposals (RFP) 

Executive Summary 

The Montana State Fire Chiefs Association (MSFCA) is accepting proposals from qualified individuals or companies to 
develop a new database with accompanying front-end website (see “Marketing Requirements Document” for detailed 
information on the scope of the project) for volunteer firefighter recruitment in the state of Montana.  

Organization Information 

The MSFCA represents fire departments across the state of Montana ranging from small volunteer departments to the 
largest municipal career department, fire service areas and fire districts staffed by professional career and volunteer 
firefighters. The MSFCA has partnered with the Montana State Volunteer Fire Fighters Association (MSVFFA) to develop 
this database and website through the receipt of a Federal SAFER Grant. 

Statement of Need 

In 2013, the Montana State Fire Chiefs Association (MSFCA) received a SAFER grant to assist fire departments 
throughout the state of Montana. The grant program strives to educate the public about the needs for volunteer firefighters 
through a comprehensive marketing campaign. The campaign consists of television, print, and online advertising. The 
grant program also provides a means for individuals interested in volunteering to submit their contact information to be 
linked with a department in their area.  

The current volunteer fire service in Montana consists of approximately 10,000 volunteer personnel. Over the next four 
years, through the SAFER Grant, the MSFCA has an overarching goal of recruiting an additional 1,000 volunteer 
firefighters across the state.  

Project Schedule 
 
The MSFCA Board will require the adherence to the following project deadlines: 
• April 15, 2014 – Proposals Due 
• May 7, 2014 – Contractor identified; work to commence upon Notice to Proceed 
• May 29, 2014 – Presentation to MSFCA Board of Directors in-person (Lewistown, MT) 
• Additional dates to be determined 

 
Respondents should provide the following to the MSFCA: 
 
• Statement of qualifications 
• List of references – including similar projects (if any) for which the respondent has successfully applied and 

completed 
• Cost estimate to carry out the scope of work 
• Any additional information the respondent would like evaluated 

 
Email submissions only; may be submitted to: msfca@montanafirechiefs.com 

Proposals will be accepted via email until 5pm MST on Tuesday, April 15, 2014.  

The MSFCA reserves the right to reject any and all proposals submitted.  Final selection of a contractor will be done solely 
by MSFCA Board of Directors, and will not be subject to appeal.  Important criteria in the selection process will include 

price, detail of proposals, and the qualifications of respondents. 
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Revision History 
 

Revision Date Author Comment/Changes 
0.001 11/06/2013 Jessica Heintz Initial Draft for Review of Concept 
0.002 11/21/2013 Jessica Heintz Revisions 
0.003    
0.004    

    
 
Definitions, Acronyms, and Abbreviations 
 
Term Definition 

MSFCA Montana State Fire Chiefs Association 
MSVFFA Montana State Volunteer Fire Fighters Association 
NN Not necessary 
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1. Purpose of This Document 
The Montana State Fire Chiefs Association (MSFCA) is interested in developing a new database with 
accompanying front-end website.  The database and website would be used mainly by MSFCA and by 
the Montana State Volunteer Fire Fighters Association (MSVFFA).  The purpose of this Marketing 
Requirements Document (MRD) is to outline the high level requirements for the MSFCA database and 
website. 
 

The MRD objectives include: 

• Establish design requirements for the database and website. 

• Identify products having similar features. 

 

2. Executive Summary 
The Montana State Fire Chiefs Association (MSFCA) is the membership association for all fire chiefs in 
the state of Montana.  The mission of the MSFCA is “To provide leadership and services to those persons 
interested in the preservation of lives, property and the environment.” The MSFCA has partnered with the 
Montana State Volunteer Fire Fighters Association (MSVFFA) to develop this database and website 
through the receipt of a Federal SAFER Grant. 
 
The Staffing for Adequate Fire & Emergency Response (SAFER) Grant was created to provide funding to 
departments and firefighter interest organizations in order to help increase the number of trained, front 
line firefighter available. The goal of the SAFER grant is to enhance local fire departments' abilities to 
comply with staffing, response and operational standards established by the National Fire Protection 
Association (NFPA) and the Occupational Safety & Health Administration (OSHA). 
 
In 2013, the Montana State Fire Chiefs Association (MSFCA) received a SAFER grant to assist fire 
departments throughout the state of Montana. The grant program strives to educate the public about the 
needs for volunteer firefighters through a comprehensive marketing campaign. The campaign consists of 
television, print, and online advertising. The grant program also provides a means for individuals 
interested in volunteering to submit their contact information to be linked with a department in their area. 
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3. Project Goals 
 

3.1. The website development shall include: 
3.1.1. A customizable website for the recruitment of volunteer fire fighters across the state of Montana. 
3.1.2. A User ID and Password for all Administrators (approximately 5) and each Fire Chief across the 

state (approximately 450) 
3.1.3. An on-line database where a Chief can login to edit their department’s demographics and query 

other department’s demographic information. 
3.1.4. A front-end fillable form for potential volunteer fire fighters that is then emailed to Fire Chiefs in 

the area. 
3.2. The customizable website will include: 

3.2.1. A Top banner that can be customized. 
3.2.2. A Menu or Tab Structure that can be customized. 
3.2.3. Ability to import documents and various media (audio and/or video clips & commercials). 
3.2.4. Areas that can be customized to provide news items, links, etc. 
3.2.5. Direct integration with social media services, including but may not be limited to, Facebook and 

Twitter. 
3.2.6. Website blog component for easily providing updates and recording historical information. 
3.2.7. Fire Chiefs who are logged in will be able to: 

3.2.7.1. Edit their department’s demographic and contact information. 
3.2.7.2. Query other departments demographic and contact information. 
3.2.7.3. Access a department directory. 
3.2.7.4. Access a list of potential volunteers who are in their area based on those who have 

expressed interest in becoming a volunteer. 
3.2.8. Front-end fillable form for persons interested in becoming a volunteer fire fighter. 

3.2.8.1. Interested individual will fill out their demographic information on the front-end of site. 
3.2.8.2. Based on county in which the individual is located, their application will be emailed to the 

Fire Chiefs in that county. 
3.2.8.3. A copy of the application will also be emailed to the submitter for their records. 

3.3. The customizable website will provide the Administrator with the ability to: 
3.3.1. Edit a department’s demographic and contact information. 
3.3.2. Query fire department demographic and contact information 
3.3.3. Send an email to selected Fire Chiefs. 
3.3.4. Query information based on data collected from the front-end fillable form. 
3.3.5. Send an email to selected potential volunteer fire fighters. 
3.3.6. Export data from queries. 

3.4. The site will be fully searchable. 
3.5. Updates to the site can be made over time as new features are desired. 
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4. Similar Products 
 
There are a number of websites that provide good examples of the functionality that the MSFCA would like to 
have in their database and website.   
 
 

4.1. VolunteerFireFighter.org – The Redden Group 
 
Several screenshots of the website are displayed below: 
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4.2. Washington State Fire Fighters Association 

 www.JustBeThere.info  
 
Several screenshots of the website are displayed below: 
 

 

http://www.justbethere.info/
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4.3. South Carolina State Fire Fighters Association 

www.SCVolunteerFire.org  
 

Several screenshots of the website are displayed below: 
 

 
 

http://www.scvolunteerfire.org/
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4.4. Montana State Fire Chiefs Association 

www.MontanaFireChiefs.com  
 

I have temporarily designed a fillable form using Adobe to collect data from potential volunteers. I like how this 
form looks, but would rather a form be embedded on the website rather than having to navigate away from 
the website to another webpage. Screenshots of the fillable form are displayed below: 
 

 
 

http://www.montanafirechiefs.com/
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5. Detailed Features and Customer Requirements 
 
The following are the detailed requirements for the website development project, using the following key: 
 
 
 
 

 
 

 
 
 
 
 
  

Impact: Negative impact if not completed; 5 = Highest, 1 = Lowest 

 
Phase: Project Development Phase 
 1, 2, or 3 
 

 
 
 

User:  By default, the feature/function is restricted for use only by (roles and 
access is modifiable by the Admin using check boxes) 

 
Administrators: 
A: Admin 
 
Members: 
C: Fire Chief (with Login) 
 
Users: 
U: User (No Login) 
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Requirement Impact Phase User 

    

5.1. Top Banner. 5 1 All 

5.2. A set of Tabs or a Drop Down Menu that includes the following.  The content of each of these can be 
edited by the Admin: 

5.2.1. Contact Us 
5.2.2. Volunteer Now!  
5.2.3. Frequently Asked Questions 
5.2.4. Find Your Local Department 
5.2.5. Volunteer Profiles  

5 1 All 

5.3. Ability to upload and embed various media items: 5 1 All 

5.3.1. Locally hosted media, which may include but may not be limited to, audio and video files 
(commercials, radio ads) and pictures. 

5 1 All 

5.3.2. Ability to embed externally hosted content (ex: YouTube) 5 1 All 

5.4. Database-driven, fillable form that can be completed by a potential volunteer fire fighter  5 1 U 

5.4.1. Form will be emailed to all Fire Chiefs in the potential volunteers area based on the county in 
which the individual resides 

5 1 U 

5.4.2. A copy of the submitted for will be emailed to the potential volunteer for their records along with a 
confirmation message. 

5 1 U 

5.4.3. For a fillable form, the Administrator will be able to take the following actions:    

5.4.3.1. Setup the Choices and Options. 5 1 A 

5.4.3.2. Export lists of potential volunteer information in CSV format 5 1 A 

5.4.3.3. Run reports on potential volunteers and query all data. 5 1 A 

5.4.3.4. Make changes to data entered by a potential volunteer. 3 2 A 

5.4.3.5. Send an email to the potential volunteer upon completion, or any time after they have 
completed the form as a way to follow-up with the potential volunteer on their experience. 

5 2 A 

5.4.4. For the fillable form, the following fields will be captured (this may not be an inclusive list, and the 
Admin should have the ability to modify, add, edit, and delete any of the database fields): 

5 1 All 
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Requirement Impact Phase User 

• Auto-fill, if available. 
• First name. (Mandatory field) 
• Last name. (Mandatory field) 
• Email. (Mandatory field) 
• Phone #. (Mandatory field) 
• Street Address. 
• City. 
• State. (Montana would be auto selected) 
• Zip, 
• County. (Mandatory field) 
• Volunteer Availability. (Drop-down fields) 

- More than 20 hours per month 
- Less than 20 hours per month 

• Check box if only interested in an admin support position. (Check-box) 
• Are you a veteran? (yes/no toggle button) 
• Check the box for any certifications you have. (Check boxes; can select multiple) 

- CPR 
- Fire Responder 
- EMT (any level) 
- Paramedic (any level) 
- Firefighter I (or greater) 

• What are your hobbies and/or interests? (paragraph box) 
• How did you hear about this website & the opportunity to volunteer? (Check boxes; 

can select multiple) 
- Billboard 
- Colleague / Co-Worker 
- Facebook 
- Friend 
- Magazine 
- Newspaper 
- Online Video 
- Poster 
- Radio / Pandora 
- Search Engine / Google 
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Requirement Impact Phase User 
- Television Commercial 
- Website Advertisement 
- Other (please specify)  

• Please attach your resume (optional). (Ability for interested individual to upload their 
resume into the fillable form).  

• Captcha (to limit form completion by spam-bots) 
5.5. The Website will have the following Security levels with the listed abilities: 5 1  

5.5.1. The Administrator will be able to do the following:    

5.5.1.1. Change the Banner. 5 1 A 

5.5.1.2. Change info for Contact Us, Volunteer Now!, Frequently Asked Questions, Find Your Local 
Department, and Volunteer Profiles (all content appearing on the front-end should be able to 
be edited by the Administrator) 

5 1 A 

5.5.1.3. Add/Remove Documents, and various media (as previously mentioned). 5 1 A 

5.5.1.4. Create Groups/ Distribution Lists from the lists of Fire Departments, Fire Chiefs, fire 
department membership rosters, and those who have filled out the volunteer application. 

5 1 A 

5.5.1.5. Do email blasts to Groups/Distribution Lists 5 1 A 

5.5.1.6. Query and export (into Excel) demographic and contact data from Fire Departments, Fire 
Chiefs, department rosters entered by either a Fire Chief or the Admin, and those who have 
filled out the volunteer application. 

5 1 A 

5.5.1.7. Enter, update, merge, and delete fire department contact and statistical information, fire 
department rosters, and any other data. 

5 1 A 

5.5.2. User – No Login    

5.5.2.1. Read all sections of the website, including: Contact Us, Volunteer Now!, Frequently Asked 
Questions, Find Your Local Department, and Volunteer Profiles. 

5 1 U 

5.5.2.2. Play and Download all audio and video clips on the website. 5 1 U 

5.5.2.3. Complete the Volunteer Now! Fillable form if interested in becoming a volunteer firefighter. 5 1 U 

5.5.2.4. Have their completed application to volunteer emailed to both themselves (to the email 
address in which they identified in their application) and to the department(s) in the 
individual’s geographical area (envisioning a graphical display or Google Maps backend that 

5 1 U 
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Requirement Impact Phase User 
shows the fire departments within the individuals area and allows them to select which 
departments will receive a copy of their application to volunteer). This will also allow the 
individual to google those individual departments to learn more about them. The website 
should email both the completed form and the individuals resume should they choose to 
upload one when completing the application 

5.5.2.5. On the Contact Us page, the User should be able to complete a basic contact form to be 
emailed to the Administrator. The Contact Us page should have the following fields: 

- Name. 
- Email. (mandatory field) 
- Question or Comment (paragraph field) 
- Captcha (to limit form completion by spam-bots) 

5 1 All 

5.5.2.6. On the Find Your Local Department page, User should be able to enter their zip code and 
see a map (as described previously) of all of the Fire Departments surrounding their location. 
The information on the departments will be pulled from the content that has been entered on 
the back-end of the website (fire department contact information). This will basically be a live 
map of all departments in the state. 

4 2 All 

5.5.3. Fire Chief (with Login)    

5.5.3.1. All of the abilities of a User. 5 1 C, A 

5.5.3.2. Edit/update the contact and demographic information for their Fire Department. 
(Demographic and contact information to be collected TBD; expect approximately 50 items) 

5 1 C, A 

5.5.3.3. Query a list of all potential volunteers who have filled out an application to become a 
volunteer in their county and click through each application and any attached resumes. 

5 1 C, A 

5.5.3.4. Query other Fire Departments based on demographic or contact data. Ability to export any 
and all data to Excel. 

4 2 C, A 

5.5.3.5. Ability for either the Fire Chief or an Admin to enter the departments’ fire fighter roster with 
corresponding email address for each fire fighter. By entering their departments’ roster 
information, the fire fighters would then be able to receive email correspondence via email 
blast from the website. 

4 2 C, A 

5.5.3.6. Access the Membership Directory of all Fire Departments and Fire Chiefs in the State. 4 2 C, A 
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6. Exceptions 
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