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COMMUNITY DEVELOPMENT SOCIETY

REQUEST FOR PROPOSALS – Website Development

PROPOSALS MUST BE RECEIVED NO LATER THAN JUNE 30, 2013.
Proposals received after this time will not be considered.
For more information, contact CDS Board Members: 
Paul Lachapelle
Paul.lachapelle@montana.edu
or

Tony Gauvin

tonyg@maine.edu 
The purpose of this Request for Proposals (RFP) is to obtain proposals from qualified vendors to: 
(1) develop, and help maintain the Community Development Society website; and 
(2) train CDS staff to make routine and standard updates to the web site.

Please send your proposal to Paul Lachapelle, Paul.lachapelle@montana.edu.    
Please create a cover page that includes the information, below, and send the cover page with your proposal. 
· Date of Proposal

· Contact person’s name
· Company Name
· Mailing Address
· Telephone / Fax
· Website, if available
Failure to provide this information may result in rejection of your proposal.
Background

The Community Development Society (CDS) is a not-for-profit organization representing practitioners and academics in the broad field of community development. The Society provides leadership across the spectrum of community development and in so doing, is open and responsive to the needs of its members. CDS members reside in North America and around the world, with varying levels of access to the internet. Web-based services are an integral part of the CDS mission to enhance the professional development of its members.
Statement of Purpose

This Request for Proposals (RFP) will solicit and select the most qualified contractor to develop, make improvements to, and maintain an Internet Web Site for the Community Development Society and train staff to make updates to the site.

Scope

The successful contractor must be able to:

· Develop a scalable and secure database-driven web design.
· Provide a secure access content management system  for  CDS staff 

· Demonstrate experience in designing web sites.
· Demonstrate skill with latest tools/technology for highly engaging, dynamic web site.
· Provide security, backup and restoration capabilities in the event of outages or breaches of security.
· Ensure CDS Web Site adheres to the Level AA Conformance to Web Content Accessibility Guidelines 2.0  http://www.w3.org/WAI/intro/wcag.php 

· Demonstrate knowledge, flexibility and success using social networking media as marketing tools  

· Provide monthly  web site usage reports based on CDS chosen factors using Google analytics or a similar tool  

· Knowledgeable in Search Engine Optimization methods and techniques including key word selection and link count manipulation 

Specifically:

Phase 1: Development and Placement
(a) Initial Web Site Design
The contractor shall develop a draft Web Site design based on CDS’s goals to:

· Facilitate two-way communication among the Board, staff, and members.

· Increase the quality and quantity of information, services and assistance CDS makes available to its members, and provide an efficient means to conduct day-to-day business with the Board of Directors, committee chairs, and others.

· Provide current information about CDS and promote CDS membership, using the CDS logo and official colors.
· Publish and archive fact sheets, newsletters, and other materials provided in a .pdf and other common file formats.
· Provide a secure registration and payment process for the annual conference.

· Provide a secure site for payment of membership dues and donations.

· Provide for innovative web-based applications such as Wikis, Adobe Connect and applications for delivery of podcasting.
· Allow for sufficient file size requirements, taking into account potential posting of archived web conferencing and podcasts of conference sessions.
· Integrate social media and social networking capacities.
· Use a rotating gallery of pictures for the website banner.
· Integrate a “Users Members” page with information specific to CDS members.

· Allow for polls and other interactive web site functions.
· This design shall include the vendor’s recommendations for a graphical user interface design, general content and site organization. Provide options to consider as we address users with limited hand movement or visual limitations. Users should be able to view the Web Site with Windows, Apple, or Linux operating system, Internet Explorer, Safari, Firefox, Opera, or other browsers, or through a mobile device. 

Following review and approval by the CDS Communications Committee, the contractor shall begin the next task.
(b) Web Site Development

The contractor shall finalize the Web Site design and work with the CDS Communications Committee to create and format the initial content of the Web Site. The CDS Communications Committee shall work with the contractor to develop the text content and other selected material, in mutually agreed upon digital format(s) for the Web Site. The contractor shall provide the graphics and CDS Board will provide the photographs. It is expected that the development of the Web Site will occur in phases. The contractor will work with the CDS Communications Committee to create a phased implementation plan, including an immediate basic web presence and a plan of action with milestones for incorporating the additional pages and content over a period not to exceed 6 months The design should include:
· General information about the Community Development Society, including access to publications, introduction to the Board of Directors and management staff, email support for the Board of Directors and management staff, management contact e-mail link, committee and action network links with descriptions of the committees and action networks, calendar of events, and Board of Directors agendas and minutes.
· A secure process for annual conference registration, paying membership dues and donating to the endowment fund using a variety of payment options including payment by check, credit card and choice of web based solutions.  
· More specific interactive capabilities, such as online versions of procedures, policies, financial reports, forms, and applications; plans; FAQs by committees and action networks; generic contact e-mails for functions (e.g., if there is a problem with receiving a publication, rather than the member trying to figure out the person to contact, s/he can send a message to publications@comm-dev.org); and a directory of member services.

· Hypertext links to other designated Web Sites. Link guidelines should include home buttons on every page, search functions, and access to a site map on every page.

· A feedback function which provides users the opportunity to evaluate the site and make suggestions for changes, additions and improvements.

· Proposed ideas of how CDS members could contribute content to the website, such as submitting photos.
· Automatic tabulation of the number of visitors per day to the Web Site as well as the site’s various components. This information will be provided to CDS monthly in a mutually agreed upon format, ideally using Google Analytics.

· The official CDS logo, which is represented as three letters curled around each other. The logo is not meant to stand alone. The official logo always has the symbols and the lettering together and is printed in the official colors. (Graphic standards are as follows: English Times font for “Community Development”; Universe font for “Society”; Triumvirate (Helvetica) font for the tagline and the names; Burgundy color is Pantone 229 and Gray/Green color is Pantone 5473. See www.comm-dev.org)
The contractor will be responsible for providing the CDS administrative staff with access to make minor modifications for managing information and to publish changes to the site through a user-friendly interface (see Phase 2: Implementation and Maintenance, below); therefore, the contractor will work with the CDS Communications Committee to identify hardware, software, and communications service resources needed to support the Web Site. The contractor and the CDS Communications Committee will develop a mutual recommendation on hardware, software, and communication service requirements to support the site.  Software should not be proprietary but rather should be widely available and of a standard nature.
(c) Test and Review of Web Site

CDS will select a team to review and approve the Web Site developed by the contractor prior to its release. 
(d) Establishment of Web Site

The CDS site shall be installed and released to the Internet with the cooperation and approval of the Communications Committee. The contractor shall register the Web Site with all major search engines and continue to engage in search engine optimization of the web site to ensure that searches on “Community Development” will result in the Society’s Web Site appearing in the search list. 

Phase 2: Implementation and Maintenance 
(a) Procedures for Updating & Staff Training

The contractor will be responsible for providing secure access to selected CDS administrative staff for updates as needed. The preferred procedure for updating the Web Site is through a user-friendly graphical interface, which would require the user to apply basic computer skills (similar to the ability to use Microsoft Word features). While CDS may consider other means, preference will be given to proposals that offer the easiest way to make updates. The contractor shall work with the CDS Communications Committee and management team to develop and document updating procedures. Training to CDS management staff shall be provided so they can maintain and update the Web Site in an efficient and cost effective manner. In summary, the content management interface should be easy enough to use without extensive training.  
(b) Evaluating Web Site Activity

After the CDS Web Site is established, the contractor will continue to evaluate the effectiveness and security of the site. The evaluation shall be based on the number of visitors to the site, “hits” for various components, feedback from the on-line survey, changes in technology, ideas from other Web Sites and their professional expertise. The contractor report shall include recommendations to the CDS Communications Committee for expanding and improving the Society’s Web Site.

(c) Web Site Expansion

The contractor and designated management staff/committee members shall agree on an outline of the information to be added to the Web Site. The contractor shall develop page designs and graphics; CDS shall provide the content. The contractor shall develop efficient, cost-effective methods and training to help CDS administrative staff add content to the Web Site. Following approval by the CDS Communications Committee, new components will be added. Tasks outlined in Phase 2 shall be repeated and continue throughout the duration of the contract. 
(d) Contract for Development and Maintenance

. The duration of the contract is a minimum of eighteen months. The web site development should be completed within a six month period and then proceed to a mandatory one-year site maintenance period. The one year maintenance is  renewable in accordance with the following guidelines.  From a period beginning sixty (60) days prior to the scheduled end of this contract, either party has thirty (30) days to provide notice of a desire to end the contract. If such notice has not been given within thirty (30) days of the scheduled end of the contract, the contract is automatically extended for a period of one (1) year.  This automatic extension shall be in force for a period of five (5) years. Changes in the terms and conditions of this contract may be proposed and discussed at any time. Such terms and conditions may only be changed during the annual contract renewal period, however, and must be approved not less than thirty (30) days of the scheduled renewal of the agreement. If, at the end of any contract period, CDS determines that it wants to solely own, staff and maintain its own Web Site, CDS shall have the right to continue using the Web Site as designed and developed by the contractor. CDS agrees to purchase appropriate licenses to compensate the contractor and other vendors for the use of their proprietary technology. Further, the contractor shall agree to assign all copyrights. CDS further agrees that this proprietary technology will only be used for this purpose and not made available for use on the Web Sites of other private vendors.
 

Time and Teleconference Meeting Requirements

1. Period of performance:

(a) Contract signature must occur within 21 days of notice of contract award.  

(b) Deadlines for delivery of services listed above shall be negotiated with the contractor.  

(c) The duration of the contract is to be for 18 months  year with the option for continuing one-year extensions. If at the end of the contract period, CDS determines that it wants to solely own, staff and maintain its own Web Site, CDS shall have the right to continue using the Web Site as designed and developed by the contractor. 
2.  Required teleconference meetings:

· Initial teleconference with CDS designated representatives to review plan and approach. This conference will constitute the beginning of the Contract.

· Progress conference with CDS designated representatives to discuss the progress of the review every two weeks during Phase 1 and every month during Phase 2 of the Contract.

· At the end of the Test & Review, a teleconference with the CDS Board of Directors and administrative staff to demonstrate final Web Site prior to placing it on-line (end of Phase 1).

Proposal Content

Proposals must provide the following information:

1. A concise description of how the proposed contractor meets the qualifications listed under Scope, Phase 1 and Phase 2.  

2. A plan demonstrating how the proposed contractor will fulfill requirements under Scope, Phase 1 and Phase 2. This should include a summary of the approach the proposed contractor will use to ensure project communications will be conducted efficiently and that project timelines will be met.

3. Contact information for the contractor’s key person assigned to the project.

4. Resumés or background descriptions of key personnel to be assigned to the project.

5. Description of comparable work completed by the contractor over the past three (3) years. Three (3) complete references must be submitted.

6. Description of hardware, software, programming capability and other equipment and technical resources which the contractor will be able to use to design, develop, test, and maintain the CDS Web Site.  

7. Separate descriptions of compensation required by proposed contractor for phases, the primary elements of the cost, and the final cost. 
8. A list of work to be subcontracted by the proposed contractor to fulfill the required Scope and Phases or subcontractor qualifications must also be included.

Criteria for Selection

Web site development experience – 20 points

Staff resources – 20 points

Project plan and schedule – 20 points

Equipment and technical resources – 10 points

Cost evaluation – 30 points
CDS reserves the right to award the contract solely on the written proposal. CDS also reserves the right to request oral interviews with vendors to allow for the expansion of written responses. The highest ranked vendor after the oral interviews, if performed, may be invited to enter into final negotiations with CDS for the purposes of a contract award. If an agreement cannot be reached, the second highest ranked vendor may be contacted for negotiations. This process may continue until successful negotiations are achieved. CDS reserves the right to terminate negotiations with any vendor should it be in the Society’s best interest. CDS reserves the right to reject any and all proposals submitted.

RFP Amendments

CDS reserves the right to amend this RFP prior to the proposal due date. All amendments and additional information will be posted to http://www.comm-dev.org.  Vendors are encouraged to check this website.

Proposal Withdrawal

A proposal may be withdrawn prior to the due date by a written request to the CDS Board.. A request to withdraw a proposal must be signed by an authorized individual.
Cost for Preparing Proposals

The cost for developing the proposal is the sole responsibility of the vendor. CDS will not reimburse such costs.

Additional Conditions

The proposed contractor must comply with all applicable requirements of federal  civil rights law and rehabilitation statutes. CDS adheres to the guidelines set forth in the Americans with Disabilities Act. Vendors should contact the CDS Administrative Offices at least one day in advance if they require special arrangements when attending meetings.

A vendor submitting a proposal certifies that no officer, agent, or employee of CDS has a financial interest in the proposal; that the proposal is made in good faith without fraud, collusion, or connection of any kind with any other vendor making a proposal; the vendor is competing solely in its own behalf without connection with, or obligation to, any disclosed person or firm.
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