REQUEST FOR PROPOSAL (RFP)

FOR HRANB WEBSITE RE-DESIGN, DEVELOPMENT and, IMPLEMENTATION 
Introduction and Scope of Project

The Human Resource Association of New Brunswick (HRANB) is a not for profit association meeting the professional needs of human resources professionals in the province of NB.  We have close to 1000 members. We have been in existence since 1996 and incorporated in 2007. We have a volunteer board of directors who provide policy and strategic direction and volunteer committees in five regions of the province.  The regional committees or chapters provide networking and professional development opportunities at the local level. 
We have recently employed a part time bilingual administrative executive assistant to provide enhanced services to our members. We have a contract with a web master to run our current site.
HRANB is seeking the services of an experienced website design firm to re-design, develop, and implement the Association’s website. The current site structure and design was developed 9 to 10 years ago and requires redesign to take advantage of new design elements and growing demand for linking and searching capabilities.  We may be interested in having the successful bidder provide hosting and maintenance services. 

This project will involve utilizing posted information on the existing website as well as the implementation of new information, products, and features as suggested by the Association and the firm selected. The Association’s existing internet website is www.hranb.org which contains general information about the association and separate pages for member information.

Our Expectations
The goal of the Association’s website is to provide quick and accurate access to information and services of the association and other HR related sites, serve as the source members will choose for HR expertise and be the site that those interested in the profession of HR will choose to visit. The redesigned site should have a theme promoting the HRANB as a friendly and professional organization. Functionally, we would like to use the web site to reduce e-mail communications, streamline event and membership registrations and renewals, support job advertisements for both employers and job seekers, provide information on career development opportunities and provide interactive capabilities for communication between and to members.

HRANB is committed to building a premiere website that is designed upon the ease of use from the view point of our members.  The Association is interested in a design that aids members who generally know what information they need or service they want to secure. The site shall also equally facilitate usage by non members who may not understand the role and services of HRANB.
In addition, it is the Association’s intention to expand the current usefulness of the website, and future needs and functionality should be demonstrated in the proposal.  The website should provide easy access to HRANB services, be adaptable to current and changing technology and provide content management capability for HRANB Staff.
The Association is committed to being available to provide information and support to bid respondents and will be actively involved in providing information and support throughout the re-design process. The successful firm must have substantial experience in website design, development, and implementation.
Special Provisions

Internet Service Provision is not part of this contract. The Association already has an ISP; therefore these services are not part of this RFP process. However, hosting and maintenance service options should be presented as options to facilitate the design and maintenance of this site.
General and Desired Enhancements:

A. The site should be informative and friendly, and serve as a marketing asset.

B. There needs to be excellent search engine capability within the site.
C.  A friendly and inviting home page.  There should be clearly marked options available for moving around the site.
D. The preferred website model calls for authorized HRANB staff to have some ability to perform routine content management related to information such as the posting of meeting dates, event registration, membership renewal, on line job posting, removing old and outdated information and general noticing. The Association is interested in a content management system in our web design.
E. There should be a consistent and standardized format and enhanced graphical look for all pages; thereby establishing a unified theme throughout the website.

F.  For ease of use, the website must provide consistent orientation and navigational aids, such as hierarchical menus that tell users how deep they are into a topic or subtopic as well as a homepage link or icon on each page in the same position. The member login-in should be very clearly indicated on each page.  A feature which allows a member to request user name and id if forgotten should also be available.
G. The site needs to allow for interactivity. This would include interaction with HRANB staff and members i.e. e-mail interactions, response to surveys, feedback, member renewal, member personal information updates, online payments (in conjunction with our banking provider), and access to HRANB calendar of events for purpose of registration and downloading presentations.  The ability to see current and past event information and to register for events is also very important. HRANB requires a data base maintained for those registered for events
H. E-mail communication is also an important tool between members and the association and members themselves.  The site should enhance this communication tool.

I. Job searches are extremely important to our members and perspective members. The site should enhance our job posting service and attract both advertisers and job seekers. We want to explore the possibility of allowing members to select what jobs or notices they want to receive.
J. Links to other professional sites are very important. Our members should think of the HRANB website as the starting point for any research that they want to do regarding an HR topic.  HR information would not necessarily be hosted on our site; rather we allow members to access various sites for this information. The user should be able to easily return to the HRANB site if they access an external link. The HRANB Administrator should have the ability to manage links. 
K. Keep statistics on usage.

L. The web site must be bilingual. 

M. All posted documents should be in a format approved by the Association to provide ease of viewing, printing, and downloading. 
N. Include links for members to download any browser plug-in products, such as Acrobat Reader, that are necessary to view information on the site. 
O. The site must be compatible with commonly used Internet browsers. Please identify proposed compatibility with your response. 
P. Cross-reference information should be hyperlinked from page to page within the website with the Home Page link always visible. There could be a static border on each page that would allow the user access back to where they were or to different content. The static border could be the drill down to the other topics or categories mentioned above.
Q. Information currently provided on the website must be included in the design.

R. The site must be designed to allow for continuous updating of content, with exception for times of scheduled maintenance.

S. Capability to maintain an archive of past records such as presentations, calendar of events, newsletters, job advertisements, etc. The user should be able to search archives to access information.
Although the Association has some specific requirements, we are also interested in your ideas for content, and more specifically, your approach in re-designing the style of the website. We encourage respondents to consider and propose alternative solutions, recommendations and improvements.

Services required after selection:

A. The selected firm’s representative(s) may be required to attend a meeting(s) and make presentations of any prepared website information during the development process.

B. The selected firm’s representatives will be required to meet regularly with the

association’s project manager and/or representatives to discuss and plan the project(s) and provide progress reports  and training as needed.

C. Initial draft website design templates and site maps will be provided to the Association within six weeks from the date of the approved contract for review prior to implementation. 
D. HRANB has no plans to run the website on an in-house web server, however, viable internal hosting options may be included as an Attachment to the RFP. 
The website may be hosted by a firm chosen by the Association regardless of any recommendations received by the firm selected via the RFP process.

Requested Information and Proposal Format

This section instructs respondents on procedures related to the submission of proposal. 

A. The proposal should include a comprehensive timeline for each phase of the website re-design. 

B. The proposal should include the cost for basic training for a minimum of 2 HRANB representatives, a training plan and timeline for same.

C. The proposal should include necessary software and hardware, any additional communication requirements, integration needs and potential costs necessary to maintain the website (i.e. hardware, software, installation, licensing, training, etc.) If submitting a proposal to host, please include this information.
D. A work plan describing your approach to designing, managing and coordinating this project.

E. Please state how you intend to gather all the required information, format preferred, and assistance expected from the Association in order to complete this project.

F. Years of experience related to website design. Provide a list of comparable

websites, including not for profit or professional  associations designed by your firm. Include the website address, company/agency contact person, address, telephone number. These companies/agencies may be contacted for references.

G. Enclose a section on relevant website development experience and information on the extent of your firm’s abilities to meet the needs of this project. 

H. The proposal should contain the total project cost, as well as detailed “line item” costs for components/phases of the project.

Final proposals are to be received by the 31st of December, 2008.

All Proposals will be considered but HRANB reserves the right to re -advertise for proposals if submissions do not meet in whole or part the above listed criteria. 
Please provide contact name, phone, fax and e-mail information on the cover page of your proposal.
Respondents are encouraged to contact the HRANB with any questions or concerns.
HRANB Contact Information
Solange Gagnon

Executive Administrator

P.O. Box 23128

Moncton, NB E1A 6S8

Telephone Number:  1-560-855-4466

Fax Number:  1-506-855-4424

Email Address:  Solange@hranb.org
Website:  www.hranb.org 
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