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Maple Ridge - Pitt Meadows





Request for Proposal

No. P0422
Web Site Design & Development Services


Issue date:

February 19, 2008
Closing location:

School District No. 42 (Maple Ridge-Pitt Meadows)

22225 Brown Avenue, Maple Ridge V2X 8N6

Closing date and time:

Proposal must be received 

prior to 4:00 pm local time, Tuesday, March 4, 2008

Contract person:

Mr. Seamus Nesling
Communications Officer
Phone number (604) 466.6285
Fax number (604) 463.0573
Executive Summary

Summary of the Requirement

School District No. 42 (Maple Ridge – Pitt Meadows) wishes to retain the services of a qualified Web Design & Development firm to work with the School District to redesign its website. 

The project involves redesign, development and maintenance of the new website. The District plans to host the site on its own server. The existing website can be viewed at: www.sd42.ca

Background

School District No. 42 (Maple Ridge – Pitt Meadows) provides public educational services to approximately 15,000 students from Kindergarten to Grade 12. 

The District has 28 regular school sites along with several other instructional facilities. Most schools have their own websites, some individual classrooms have their own websites and students and teachers within these classrooms may have their own websites.

The District’s vision: “is for every individual to feel valued and for all learners to reach their full potential. The District Mission statement is “to fully support all individuals in their personal development as successful learners and respectful contributors to society.”

Audience

The District’s website serves as an important vehicle for sharing information with:

· Students

· Staff

· Parents

· Community partners

· General public

Scope 

The scope of this project is to redesign the existing District website so that it can be operated by school district staff and maintained by district staff with minimal requirement of outside services. 

The proposal should address the following areas of importance:

1. Functionality

· Use of Drupal Content Management System configured to allow staff to update the site in a simple and effective manner. The site must be capable of changing both copy and graphics, and adding/modifying pages or sections.

· The site must be able to upload various files such as PDF, Video, Audio, etc..

· The site must also have the ability to save and store old versions of web pages, have a secure login, and offer Administration of user rights at different levels of navigation.

· Links to school websites, classroom websites, teacher websites and student websites.

· Ease of use. The ability of departments to update their own data.

· Ease of training individuals to maintain their own information.

· Ease of upload for senior management to post key pieces of information such as alerts for snow days, school closures, registration deadlines, etc..

· Ease of use for individuals accessing the site including effective navigation sets and pathways to locate information using a variety of access points.

· Inclusion of a news section that highlights critical information and showcases ongoing events and programs in the School District.

· Potential for ongoing development to link to more integrated systems.

· The contractor will test and debug the site before going live. All development and debugging cost are the responsibility of the contractor.

· The District will conduct its own testing as well to ensure the scope of work has been met and the site is fully functional including any identified deficiencies.
· The District will provide a server to the Contractor’s specification and assist in the installation of Drupal and associated software such as anti-virus and network systems.

2. Design

· Navigation systems must provide a multifaceted organization scheme preferably with searchable metadata about categories and content. For example, documents should be searchable by classification/type e.g. policy, publication date, subject, department, groups covered under the policy.

· Design must be scalable in order to accommodate future phases. The District will want to see a proposed layout and design.

· Ensure the design follows usability and design standards so it is optimized for viewing on major Internet search engines as well as in different browsers.

3. Project Management Structure

· Provide details describing the proposed team’s staffing structure and project management process.

· Describe the District’s staff roles and responsibilities in your project management process.

· Provide details on Company Background, Qualifications and Experience

4. Search

· Powerful search features that facilitate searching by keyword and attribute.

· Searching capability must be available throughout the site with navigation through tabs, subject directory and expandable lists where appropriate.

5. Training

· Proposals must include a component for training required for implementation and maintenance for all users.

· A training manual must be supplied.

6. Infrastructure Costs

· Proposals must outline any infrastructure costs such as server required, initial design costs, and maintenance and support costs.

· Proposals should state the minimum and recommended requirements for any software and hardware which the District must have in place for users in order to utilize the functionality of the redesigned site.

7. Support

· Describe what ongoing support is going to be provided after the web site is in place and training is complete.

· Include an hourly rate sheet detailing costs for additional support such as enhancements, changes to graphics, etc..

8. Upgrades

· Describe the process for obtaining future upgrades to the proposed solution.

9. Pricing

· Provide a lump sum cost for the initial work that includes all the costs to get the site function properly in a turn key manner, bug free. Include all costs related to, but, not limited to, software, layout and design, writing content, training, support, installation, debugging, and documentation. 

· Do not include PST or GST in pricing

Proposal format

Proposals should contain the following sections:

· Executive Summary containing a brief description of your project development approach and costs.

· Corporate information including history, length of time in business, areas of specialty etc.

· Qualifications and experience of Firm including previous clients with contact information and relevant URLs

· A description of your development process

· Asset and draft delivery methods

· Project stages

· Milestones

· Quality control

· Security

· Testing

· The proposed team and their qualifications

· Proposed schedule

· Required infrastructure and costs

RFP schedule

Tentative schedule:

· February 18, 2008 Request for Proposal issued

· March 3, 2008 Proposals due

· March 31, 2008 Evaluation, Shortlist, Interviews, & Award

· April 14, 2008 Initial project scope meeting and project development begins

· August 18, 2008 Site goes live 

Evaluation Criteria

Mandatory Criteria

The following are mandatory requirements.  Proposals not clearly demonstrating that they meet them will receive no further consideration during the evaluation process.

	Criteria

	a) The proposal must be received at the closing location prior to the specified closing date and time. 

	b) The proposal may not be sent by fax or email.

	c) The proposal must be signed by a person authorized to sign on behalf of the Proponent.

	d)         One copy of the proposal is all that is required.




Desirable Criteria

Proposals meeting the mandatory requirements will be further assessed against the following desirable criteria.

1. Company Background





20%



· Corporate Information

· Qualifications

· Experience

· References

· Project approach

· Project team’s qualification & experience

2. Design, Layout Functionality and Search capabilities


40%

3. Training, Support, Upgrades & Infrastructure costs


10%

4. Price








20%

5. Interview (if required)






10%

Administrative Requirements

The following terms will apply to this Request for Proposal and to any subsequent Contract. Submission of a proposal in response to this Request for Proposal indicates acceptance of all the following terms.

1 Request for Proposal Terminology

Throughout this Request for Proposal, terminology is used as follows:

d) “Contract” means the written agreement(s) resulting from this Request for Proposal executed by the School District and the successful Proponent;

e) “must”, or “mandatory” means a requirement that must be met in order for a proposal to receive consideration;

f) “Proponent” means an individual or a company that submits, or intends to submit, a proposal in response to this “Request for Proposal”;

g) “should” or “desirable” means a requirement having a significant degree of importance to the objectives of the Request for Proposal.

h) “School District” or “Owner” means School District No. 42 (Maple Ridge – Pitt Meadows).

2 Request for Proposal Process

2.1 Receipt Confirmation Form

Proponents are advised to fill out and fax or email the attached Receipt Confirmation Form to the attention of Mr. Paul Harrison, Manager, Purchasing & Transportation Services, Fax number (604) 463.2514. All subsequent information regarding this Request for Proposal, including changes made to this document will be directed only to those Proponents who return the form. Subsequent information will be distributed by the method authorized on the Receipt Confirmation Form.

2.2 Inquiries

All enquiries related to this Request for Proposal are to be directed, in writing, to the following persons. Information obtained from any other source is not official and should not be relied upon. Enquiries and responses will be recorded and may be distributed to all Proponents at the School District’s option. 

For Design and Content Development inquiries:

Seamus Nesling

Ph: 604.466.6285

Email: snesling@sd42.ca

For IT hardware and software technical inquiries:

Peter Valbonesi

Ph: 604.466.6295

Email: pvalbonesi@sd42.ca

2.3 Closing Date

Proposals must be received by the closing date shown on the front page of this Request for Proposal at:

School District No. 42 (Maple Ridge – Pitt Meadows)

22225 Brown Avenue,

Maple Ridge, BC 
V2X 8N6

Mr. Seamus Nesling
Proposals must not be sent by facsimile, or email. Proposals and their envelopes should be clearly marked with the name and address of the Proponent, the Request for Proposal number, and the project title.

2.4 Late Proposals

Late proposals will not be accepted and will be returned to the Proponent unopened.

2.5 Eligibility

Proposals will not be evaluated if the Proponent’s current or past corporate or other interests may, in the opinion of the School District, give rise to a conflict of interest in connection with this project. 

2.6 Evaluation Committee

Evaluation of proposals will be by a committee formed by the School District at its sole discretion. 

2.7 Evaluation and Selection

Proposals will be evaluated as follows:

a) The evaluation committee will check proposals against the mandatory criteria. Proposals not meeting all mandatory criteria will be rejected without further consideration. 

b) Proposals that do meet all the mandatory criteria will then be assessed and scored against the desirable criteria. 

c) The highest ranked Proponents may be invited to meet with the evaluation committee for an interview. 

d) At the meeting, questions will be posed and subsequently scored. 

e) The School District, at its sole discretion, may contact any Proponent’s references from the project list provided within the written submission. 

f) The School District intends to enter into a Contract with the Proponent who has the highest overall ranking, provided the School District is satisfied with the results of the reference check.
2.8 Communication

At the conclusion of the Request for Proposal process, all Proponents will be notified.

3 Proposal Preparation

3.1 Signed Proposals

The proposal must be signed by a person authorized to sign on behalf of the Proponent and to bind the Proponent to statements made in response to this Request for Proposal. 

3.2 Irrevocability of Proposals

By submission of a clear and detailed written notice, the Proponent may amend or withdraw its proposal prior to the closing date and time.  Upon closing time, all proposals become irrevocable.  By submission of a proposal, the Proponent agrees that should its proposal be successful the Proponent will enter into a Contract with the School District.

3.3 Changes to Proposal Wording

The Proponent will not change the wording of its proposal after closing and no words or comments will be added to the proposal unless requested by the School District for purposes of clarification.

3.4 Proponents’ Expenses

Proponents are solely responsible for their own expenses in preparing a proposal and for subsequent negotiations with the School District, if any.  If the School District elects to reject all proposals, the School District will not be liable to any Proponent for any claims, whether for costs or damages incurred by the Proponent in preparing the proposal, loss of anticipated profit in connection with any final Contract, or any other matter whatsoever.

3.5 Limitation of Damages

Further to the preceding paragraph, the Proponent, by submitting a proposal, agrees that it will not claim damages, for whatever reason, relating to the Contract or in respect of the competitive process, in excess of an amount equivalent to the reasonable costs incurred by the Proponent in preparing its proposal and the Proponent, by submitting a proposal, waives any claim for loss of profits if no agreement is made with the Proponent.

3.6 Proposal Validity

Proposals will be open for acceptance for at least 90 calendar days after the closing date.  

3.7 Completeness of Proposal

By submission of a proposal the Proponent warrants that, all components required to undertake the work have been identified in the proposal or will be provided by the successful Proponent at no charge.

4 Additional Terms

4.1 Acceptance of Proposals

i) This Request for Proposal should not be construed as an agreement to purchase goods or services. The School District is not bound to enter into a Contract with the Proponent who submits the lowest priced proposal or with any Proponent. The School District reserves the right, in its absolute discretion, to accept the Proposal which it deems most advantageous to itself, and, the right to reject any or all Proposals, in each case without giving any notice. The School District will be under no obligation to receive further information, whether written or oral, from any Proponent. 

j) Neither acceptance of a proposal nor execution of a Contract will constitute approval of any activity or development contemplated in any proposal that requires any approval, permit or license pursuant to any federal, provincial, regional district or municipal statute, regulation or by-law.

4.2 Definition of Contract

Notice in writing to a Proponent that it has been identified as the successful Proponent and the subsequent full execution of a written Contract will constitute a Contract for the goods or services, and no Proponent will acquire any legal or equitable rights or privileges relative to the goods or services until the occurrence of both such events.

4.3 Liability for Errors

While the School District has used considerable efforts to ensure an accurate representation of information in this Request for Proposal, the information contained in this Request for Proposal is supplied solely as a guideline for Proponents.  The information is not guaranteed or warranted to be accurate by the School District, nor is it necessarily comprehensive or exhaustive.  Nothing in this Request for Proposal is intended to relieve Proponents from forming their own opinions and conclusions with respect to the matters addressed in this Request for Proposal.

4.4 Modification of Terms

The School District reserves the right to modify the terms of this Request for Proposal at any time in it sole discretion.  This includes the right to cancel this Request for Proposal at any time prior to entering into a Contract with the successful Proponent.

4.5 Ownership of Proposals

All documents, including proposals, submitted to the School District become the property of the School District.  They will be received and held in confidence by the School District, subject to the provisions of the Freedom of Information and Protection of Privacy Act.

4.6 Confidentiality and Use of information

This document, or any portion thereof, may not be used for any purpose other than the submission of proposals. Information pertaining to the School District obtained by the Proponent as a result of participation in this project is confidential and must not be disclosed without written authorization from the School District.

4.7 
Insurance
The successful Proponent, during the term of this agreement, shall provide, maintain and pay for Comprehensive General Liability Insurance in an amount not less than a minimum $2,000,000.00. The District shall be named as additionally insured. 

4.8
Indemnity
Notwithstanding the provision of insurance coverage by the School District, the construction manager hereby agrees to indemnify and save harmless the School District, its successors), assign(s) and authorized representatives) and each of them from and against losses, claims, damages, actions, and causes of action (collectively referred to as "claims") that the School District may sustain, incur, suffer or be put to at any time either before or after the expiration or termination of this Agreement, that arise out of errors, omissions or negligent acts of the construction manager, servant(s), agent(s) or employee(s) under this agreement, excepting always that this indemnity does not apply to the extent, if any, to which the claims are caused by errors, omissions or the negligent acts of the School District, its other consultant(s), assign(s) and authorized representative(s) or any other person.

4.9
Mediation/Arbitration
The parties agree that, both during and after the performance of their responsibilities under this Agreement, each of them shall make bona fide efforts to resolve any disputes arising between them by amicable negotiations and provide frank, candid, and timely disclosure of all relevant facts, information and documents to facilitate those negotiations. 

The parties further agree to use their best efforts to conduct any dispute resolution procedures herein as efficiently and cost effectively as possible. The parties agree to attempt to resolve all disputes arising out of or in connection with this Agreement, or in respect of any legal relationship associated with it or from it by mediated negotiation with the assistance of a neutral person appointed by the British Columbia International Commercial Arbitration Centre administered under its Commercial Mediation Rules.

If the dispute cannot be settled within 30 calendar days after the mediator has been appointed, or such other period agreed to in writing by the parties, the dispute shall be referred to and finally resolved by arbitration administered by the British Columbia International Commercial Arbitration Centre pursuant to its rules. Place of arbitration shall be Vancouver, British Columbia, Canada.

4.10 Force Majeure
Neither party shall be liable for any loss or damage suffered by the other party, directly or indirectly, as a result of the first party’s failure to perform, or, delay in performing, and of its obligation contained in this agreement where such failure or delay is caused by circumstances beyond the first party’s control or which make performance commercially impractical including but not limited to labour disruptions, fire, flood, storm, or, other natural disaster, accident or governmental regulations, or, restrictions of any kind.

4.11
Interview and Award

Interview

Following evaluation of written proposals, the short listed proponents may be invited to attend an interview.  Alternatively, the School District reserves the right to determine at this point that it has sufficient information to proceed with the award of contract and may choose to bypass the interview process.

If the interviews are held, the School District will call to set up an individual time for the interview. During the interview, the Proponent will be asked to make a brief presentation to outline the proposed approach to the web site redesign. The Proponent may subsequently be asked questions, by the evaluation committee, relating to the information presented. 


Award

Following the interview process and reference checks, the School District’s intent is to enter into a Contract with the Proponent who has the highest overall ranking. 

Appendix A: Receipt Confirmation Form
Web Site Design & Development Services:

Closing date: March 4, 2008

Request for Proposal No. P0422
School District No. 42 (Maple Ridge-Pitt Meadows)

To receive any further information about this Request for Proposal please fax this form to:

School District No. 42 (Maple Ridge-Pitt Meadows)

Mr. Seamus Nesling
Communications officer
Fax number (604) 463.0573
	Company:
	

	Street address:
	

	City/Province:
	
	Postal Code:
	

	Mailing address if different:
	As above
	

	
	
	

	Phone number:
	
	Fax number:
	

	Contact person:
	
	
	

	e-mail:
	
	
	

	Unless it can be sent by fax, further correspondence about this Request for Proposal should be sent by:      Fax or Email preferred or can pick up at your office

	· Courier collect. 
Provide Courier name and account no:
	
	

	· Mail
	
	
	

	Signature:
	
	
	

	Title:
	
	
	


Appendix B: Proposal Covering Letter
Letterhead or Proponent’s name and address

School District No. 42 (Maple Ridge – Pitt Meadows) 





Date
22225 Brown Avenue

Maple ridge, BC

V2X 8N6

Attention:
Mr. Seamus Nesling
Communications Officer
Dear Mr. Nesling:

Subject:
Web Site Design & Development Services:



Request for Proposal No. P0422
The enclosed proposal is submitted in response to the above-referenced Request for Proposal. Through submission of this proposal we agree to all of the terms and conditions of the Request for Proposal. We submit this proposal on the understanding that acceptance of any proposal is subject to the project receiving approval to proceed from the Board of Trustees.

We have carefully read and examined the Request for Proposal and accompanying documentation and have conducted such other investigations as were prudent and reasonable in preparing the proposal. We agree to be bound by statements and representations made in this proposal. We agree that, if successful, we will enter into an agreement with School District No. 42 (Maple Ridge – Pitt Meadows).

Yours truly

signature
Name:





Title:





Legal name of 




Proponent:
Date:






Appendix C: Additional Information
Q. What are the technical parameters of your current infrastructure (i.e. server hardware and software, standard workstation, etc.)?

A. Standard Workstations are the Dell Vostro laptop and IBM Thinkcentre desktop. In addition many schools use Macbook and iBook computers. There are many Xserve and MAC Pro servers running MAC OS X 10.4 Server. There are also many IBM 346 and 250 servers running Windows Server 2003 SP2. 

Q. What proposal content are you assessing in Desirable Criteria 2, Design, Layout, Functionality and Search capabilities?

A. The District is looking at a layout for the opening page The District would like to see a proposal for the main page, or, home page.

Q. Since Layout and design are not initiated until considerable consultation and information gathering has occurred, this work product would never be included in a proposal. The RFP however, states that 40% of the evaluation is based on “Design, Layout Functionality and Search Capabilities”. Does this mean you will assess our previous experience in these areas; i.e. our firm’s capabilities?

A. Yes, the District will be looking at your firm’s completed projects as well as your proposal for the District’s site. The focus is on the layout of the homepage, its navigation structure and a description of how the remainder of the site would be developed. The District is looking for creativity in marketing the District.

Q. Can you please clarify what is meant by “a variety of access points” for ease of use for individuals accessing the site (under Functionality)?

A. Refers to being able to locate information on the web site/portal through many avenues, i.e. searches, queries, menus, browsing, links, icons, macros, pop-ups etc..

Q. What is the District’s standard for servers. Can you detail what current applications will need to be integrated into the new website?

A. Drupal runs in many environments, including Windows, Mac OS X, Linux, FreeBSD, and any platform that supports either the Apache (version 1.3+), or IIS (version IIS5+) Web server and the PHP language (version 4.3.3+). Drupal requires a database such as MySQL or PostgreSQL to store content and settings. The District will configure a server – either MAC OS X 10.4 or Windows 2003 according to the selected bidder’s preference.


The International Education Drupal website may be integrated onto the same server.

Q. Does the District have any preferences in terms of the new design (style, colours, etc.)?

A. Colours have not been chosen, but, the District wants a very professional look with a graphic to brand or market the District. Style should have engaging, clear graphics mainly featuring kids.

Q. Is the District planning to alter or modify in any way their current logo to match the new design?

A. Yes, the District in the process of acquiring a new logo. It is hope this process will occur in time to be incorporated into your design.

Q. Is the project supposed to cover the migration of content from the old web site to the new one, or is this the District’s responsibility?

A. We will do that

Q. What is the hardware and software infrastructure used by the current District’s website?

A. MAC OS X 10.4 on a XSERVE with RAID and independent UPS power supplies.

Q. Is there any other hardware or software available at the District that could be used by the new web site?

A. Yes – both Windows and MAC Servers can be made available to the successful bidder. A console workstation can be made available if needed.

Q. What are the predominant operating systems installed on the District’s desktops?

A. Windows XP and MAC OS X. The primary browsers are Internet Explorer 6, Safari and Firefox.

Q. Is the District currently using any Microsoft office products on their desktop computers?

A. Yes – the full range of Microsoft Office 2003 and 2007. Word, Excel, Powerpoint, Project are the primary applications.

Q. Will the work be on-site, off-site, or, a combination of both?

A. Combination of both.

Q. What is the most commonly used Internet browser within the District?

A. Internet Explorer 6, Firefox and Safari.

Q. What is the current usage of the District’s web site?

A. detailed web stats will be provided.

Q. What are the biggest challenges from a technical point of view that the District faces on a regular basis with the current web site?

A. No challenges as it runs well technically. The issue is internal with functionality, search ability and support.

Q. How big is the District’s Information Services Department (number of employees)? How many of those employees are currently dedicated to the Maintenance of the current web site?

A. The IT Department consists of 9 Technicians, 2 Systems Analysts and a Manager pus an IT Help Desk Clerk. The only people who support the current Website are the IT Manager and one of the Analysts.

Q. What is the District’s preference in terms of the web site hosting location: on-site, or, off-site? Would it be beneficial to prepare a proposal that outlines both solutions?

A. We prefer to host it on site
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