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Important Notice

It is assumed that you have received this document electronically via the UBC Bid website at http://www.supplymanagement.ubc.ca or via a third party.

You must understand and agree to the following: 

UBC Bid contains Requests for Proposal, Requests for Bid, Requests for Information and other important notices from the Supply Management Department at The University of British Columbia. Respondents are advised that tendering opportunities available from UBC Bid apply only to tenders issued by the Supply Management Department. Furthermore, Respondents are advised that although the opportunities available from UBC Bid represent the majority of tenders issued by the Supply Management Department, not all tendering opportunities are listed. For further information, Respondents are advised to contact the Supply Management Department. 

Bid Documents: This document is the property of The University of British Columbia. Respondents are encouraged to check UBC Bid from time to time for new opportunities. 

Registration Requirement: All Respondents are required to register with the Supply Management Department prior to preparing bids or proposals. Registration involves completing the Receipt Confirmation form, which is included in each tender document. This completed form is to be sent by facsimile to the appropriate buyer. Buyer or contact information can be ascertained on-line using UBC Bid by clicking the [DETAIL] link beside the appropriate bid document. Registering with the Supply Management Department will ensure that your company will receive amendments, site visit information and bidder's meeting minutes. 

Qualified Respondents: The University of British Columbia will only accept bids from qualified Respondents. Therefore, Respondents who have not previously done business with the Supply Management Department must obtain pre-approval before submitting bids or proposals. 

Pre-qualification Process: Respondents who have not done business with The University of British Columbia or who are unknown to the Supply Management Department but who wish to submit a tender response are required to be pre-qualified. The University of British Columbia will not accept bids from Respondents who are not qualified. Respondents should be aware that The University of British Columbia has no obligation to pre-qualify any bidder during a bid process. Respondents requesting pre-qualification are required to complete the Respondent Qualification form, which can be accessed by via UBC Bid. This completed form is to be sent by facsimile to the appropriate buyer (see buyer contact information procedure detailed above). Respondents are advised that the pre-qualification process takes time to complete and The University of British Columbia will not be obligated to rush pre-qualification. 

In exceptional circumstances The University of British Columbia may, in it's sole discretion, waive the requirement for pre-qualification. However, The University of British Columbia will not be obligated to exercise its discretion to accept or reject any bid from an unqualified bidder.

E-mail Bids/Proposals: Bids or proposals submitted by Internet e-mail cannot be accepted and will not be considered. 

Late Bids/Proposals: The University of British Columbia will not accept bids/proposals received after the closing date and time. Furthermore, The University of British Columbia is not obligated to consider any bid response or to award a contract to any bidder(s). 

Altering Documents: Bidders must not electronically alter any portion of this document with the exception of adding the information requested. To do so will invalidate the bidder's bid or response. 

Disclaimer: While precautions have been taken to ensure that this file will not interfere with or cause damage to your system or its existing data, The University of British Columbia accepts no responsibility for damages that may be caused by this file and makes no other warranty or representation, either express or implied, with respect to this file. This file is provided "as is," and you, the user, assume the entire risk when you use them. 

Waiver: Due to the vagaries of electronic transmissions, The University of British Columbia does not guarantee nor will it be liable for the accuracy of what is read or what is downloaded in this file. 

Limitation of Liability: The University of British Columbia shall not be liable for any loss of profits, loss of use, interruption of business, or for indirect, special, incidental, or consequential damages of any kind whether under this agreement or otherwise due to your use of this file.

Receipt Confirmation Form

Request For Proposals 

RFP# 2008010517

Web Design Services for The University of British Columbia
Please complete this form and fax on or before Feb 19, 2009 to:
Janet Lodge, Procurement Officer

Supply Management

The University of British Columbia

2075 Wesbrook Mail, 1st Floor

Vancouver, BC V6T 1Z1

Fax Number (604) 822-3261

Failure to return this form may result in no further communication regarding this Request for Proposals.

	COMPANY NAME:
	

	ADDRESS:
	

	CONTACT PERSON:
	

	EMAIL ADDRESS
	

	CONTACT TELEPHONE:
	

	CONTACT FAX:
	


I have received a copy of the above noted Request for Proposals.

· Yes, I will be responding to this Request.  Therefore, I authorize UBC Supply Management to send further correspondence that it deems to be of an urgent nature by the following method:

· Email (email address) _____________________________

(
Facsimile (No. ______________)

· No, I will not be responding.
SIGNATURE: ________________________________________________________________

TITLE: ____________________________________________
DATE: ________________
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REQUEST FOR PROPOSALS RFP# 2008010517 

Web Design Services for The University of British Columbia

1.0
BACKGROUND

1.1
GENERAL OVERVIEW

The University of British Columbia, hereinafter referred to as the “University” or “UBC”, is seeking proposals from qualified Respondents to provide their service for the conception, project management, development and redesign of its main institutional website and its CLF (Common Look and Feel) web templates.

1.3
OBJECTIVE/CONTRACT TERM

The main objective of this RFP is to establish a contract with a Respondent to assist The University of British Columbia to produce a visually appealing web presence that supports the consistent rollout and increase awareness of the University’s new brand identity to the UBC community.

Respondents to this Proposal will be required to provide services as outlined in Attachment A, Section 1 – Services Required / Project Scope.

The University expects to award a contract to one Respondent.

**END OF SECTION 1.0**

2.0

GENERAL INFORMATION AND INSTRUCTIONS

2.1
ISSUING OFFICE

Supply Management

The University of British Columbia

G.S.A.B.

2075 Wesbrook Mall, 1st Floor

Vancouver, B.C. V6T 1Z1

Attention: Janet Lodge – Procurement Officer – Infrastructure and Technology

Telephone:
(604)
822-2861

Fax:
(604)
822-3261


Email

janet.lodge@ubc.ca
2.2
DEFINITIONS

“University” or “The University” means The University of British Columbia

“Respondent (s)” means a person, natural or corporate, who submits a proposal to the University pursuant to this RFP.

“Proposal” means an offer from a Respondent to provide goods and services, acceptance of which by University may be subject to further negotiation prior to or at the time of award.

“Must”, “Shall”, “Are Required”, “Will”, and “Should” indicate Mandatory terms/requirements.

“Attachment(s)” means a document which provides information about the project to assist the Respondents in creating their Proposal Response.

“Schedule(s): means all documents which must be completed and returned with the Respondent’s Proposal.

2.3 CONFIRMATION OF RECEIPT


Respondents who receive this RFP are to complete the Receipt Confirmation Form provided in this Proposal, and return via facsimile ((604) 822-3261), by February 19, 2009 in order to:


.1
Confirm receipt of this RFP; and,


.2
Indicate intentions regarding this RFP

2.4
INTERPRETATION

If any Respondent is in doubt as to the true meaning and intent of any part of the specifications and/or drawings, it is the responsibility of each Respondent to inquire about and clarify any requirements of this Request for Proposals which are not understood, including any part of the drawings, specifications, or other documents, in writing prior to Closing Time of the Proposal.

2.5
COMMUNICATIONS AND QUESTIONS


All questions/inquiries regarding this RFP are to be directed, in writing, at least five (5) working days prior to the Closing Time, referencing the RFP title and number, and faxed or e-mailed to the Supply Management Department to the attention of:



Janet Lodge, Procurement Officer, Infrastructure and Technology



Fax: (604) 822-3261                   



Email: janet.lodge@ubc.ca 


E-mail inquires shall be copied to:


Warren Simons, Senior Procurement Officer, Infrastructure and Technology

Email: warren.simons@ubc.ca
Prior to the Response Time, any and all necessary clarifications will be in the form of written addenda only.  The University will not be responsible for verbal or any other explanations or interpretations that are not confirmed by addendum.


All addenda issued will become part of the contract documents and will be binding upon all Respondents.


Waiver:  Due to the vagaries of electronic transmissions, The University shall not be responsible for failure to receive or properly download any questions sent via e-mail or facsimile for any reason or cause. If the Bidder does not receive a timely response to an inquiry, it is the responsibility of the Bidder to follow up with the University to confirm receipt of such inquiry.

2.6
PROPOSAL SUBMISSION
One (1) complete set of the Respondent's Proposal, consisting of one (1) hard copies and one (1) electronic copy on disk in MS Word or PDF format, must be submitted to the Issuing Office on or before 2:00PM local time on March 16, 2009 (the Closing Time). 

Respondents may not make modifications to their Proposals after the Closing Time.

The University may reproduce any of the Respondent’s Proposal and supporting documents for internal use or for any other purpose required by law.


In keeping with UBC’s Sustainability Policy #5, Respondent’s are requested to 
minimize as much as possible the packaging materials associated with their bid 
response (eg binders, oversize packaging etc.).

Note:
Responses to this RFP will not be accepted electronically.

Responses submitted to the University shall constitute a valid and irrevocable offer, which is open for acceptance by the University from and after submission until the expiration of the sixtieth (60th) calendar day following the Closing Date.

· 
Note:
“Successful Respondent(s) will be directly notified of Award by Supply 
Management.  Information will also be posted through BC Bid® and can be 
accessed by selecting Browse Bid Results through the “Browse for Bid 
Opportunities or Bid Results” link.”

2.7
RESPONDENT COSTS

All costs incurred in the preparation and delivery of the Respondent’s Response and in attending interviews at UBC, if any, are the sole responsibility of the Respondent and will not be chargeable to UBC.

2.8
FREEDOM OF INFORMATION AND PROTECTION OF PRIVACY ACT

All Responses shall remain at UBC and shall not be returned.  They will be received and held in confidence by UBC subject to the disclosure provisions of the British Columbia Freedom of Information and Protection of Privacy Act (FOIPP Act).

UBC is subject to the FOIPP Act; each Respondent should identify any information and/or records that it is providing in its Response that (a) constitutes a trade secret, (b) is supplied in confidence, and (c) the release of which could significantly harm its competitive position.

Under the FOIPP Act, UBC may be required to release information and/or records that do not meet all three of the above requirements.

2.9
OTHER

Based on the Responses received, UBC will decide whether or not to proceed in the manner presented in this RFP. In the event UBC, in its sole discretion, elects to proceed, in whole or in part, with this program by alternative methods, UBC shall have no liability in any matter whatsoever to any of the Respondents.

The University may not accept the lowest price or any Proposal and the University reserves the right, in its sole discretion, to cancel this Request for Proposals at any time before or after the Closing Time without award.  Any implication that the lowest or any proposal will be accepted is hereby expressly negated.

The University reserves the right to accept the Proposal(s) that it deems most advantageous, and the right, in its sole discretion to reject any or all Proposals.

2.10
NO COLLUSION

Except as specified within its Response, the Respondent declares that no other person, either natural or corporate, has or will have any interest or share, directly or indirectly, in this Response or in the proposed contract which may be awarded. There is no collusion or arrangement, formal or informal, between the Respondent and any other actual or prospective Respondents in connection with Responses submitted for this RFP; the Respondent has no knowledge of the contents of any other Response; and the Respondent has made no comparison of figures, agreement or arrangement, express or implied, with any other party in connection with the making of its Response, except as are declared within the Response.. 

2.11
APPLICABLE LAWS AND TRADE AGREEMENTS.
The laws and the Courts of British Columbia shall apply and have exclusive jurisdiction over this RFP and any subsequent contract which may be awarded. The International Sale of Goods Act shall not apply to this RFP or any subsequent contract. 

This Request for Proposals is subject to all applicable laws and trade agreements which bind The University of British Columbia.

2.12
REQUIRED DELIVERY

The University needs all deliverables ready to be launched by no later than June 30, 2009.  This means that the list of items in ATTACHMENT A, Section 1 – Services Required / Project Scope must be completed by June 30, 2009.
2.13
WEBSITE DESIGN & ASSOCIATED ARTWORK

Layouts, design, artwork, and all other materials (including key website documentation), created or altered by the successful Respondent in providing the services required by this Request for Proposals will be considered the sole property of the University and will be forwarded to the University upon request.

2.14
MANDATORY PROPOSAL REQUIREMENTS


The University has several requirements that are deemed as “Mandatory” when submitting a 
response to this RFP.  These Mandatory requirements are identified in the table below.  Failure to 
comply with these mandatory requirements may result in disqualification of your response.


NOTE:

The following checklist is provided for reference only and may not list all required 
submission 
elements.  Respondents are reminded that it is their sole responsibility to ensure that all 
required elements of this Request-for-Proposals document have been met.

	a) Is your Response to Section 2.6 – Proposal Submission, compliant?
	(
	Yes

	b) Can you comply with Section 2.12 – Required Delivery?
	(
	Yes

	c) Has Schedule A –Financial Proposal been completed and returned with your submission?
	(
	Yes

	d) Has Schedule B – Respondent Information been completed and returned with your submission?
	(
	Yes

	e) Has Schedule C – Confirmation of Offer been signed and returned with your submission?
	(
	Yes

	f) Have you read and understood Section 2.2 – Definitions?
	(
	Yes


***END OF SECTION 2.0***

3.0

RESPONSE



Respondents are requested to provide all of the information as listed in items 3.1 



and 3.2 on Schedule B – Respondent Information.

3.1
INFORMATION ABOUT YOUR FIRM


3.1.1
Provide a brief profile of your firm including years in business.


3.1.2
Briefly describe your firm's experience in providing the services required, in particular

mentioning any experience in designing and developing websites for post secondary education institutions, government institutions, and medium to large organizations. 

3.1.3
Provide an e-portfolio showing website designs of similar projects which your firm has produced that demonstrate your creative, technical and strategic abilities.


3.1.4
Include a minimum of three client references for whom your firm has provided similar


services to those required by this proposal.  University or institutional references are 


preferred. Include the company’s name, contact person and title, address and phone 


number.


3.1.5
Provide a resume of the persons in your firm who will be responsible for this project.


3.1.6
Include information on your knowledge of the local B.C. market and knowledge of the 


post secondary sector, and any other information that you consider to be relevant to the 


University’s evaluation of your proposal. 
3.2
INFORMATION ABOUT THE SERVICES YOUR FIRM IS OFFERING

3.2.1
Describe in detail all of the services your firm would provide to complete this project.  Details for the pieces are listed on Attachment A of this Proposal.

3.2.2
Describe your firm’s implementation strategy and include a project schedule that details anticipated commencement and completion dates for each phase of the project.

3.3 FINANCIAL PROPOSAL

Respondents are required to provide all pricing on Schedule A – Financial Proposal, and return a completed Schedule A with their Proposal response.

***END OF SECTION 3.0***

4.0
EVALUATION AND AWARD
1.
On the basis of the information received, the University will evaluate proposals that represent the best overall value as solely determined by the University. Best value will include but is not limited to:

1.
The Respondent’s financial proposal. 25%
2.
The Respondent’s ability to work within the University’s time lines. 35%
3.
The Respondent’s relevant capability, qualifications, experience and success in providing all of the services required, creativity, based on the proposal response, references, and/or the University’s own experience. 30%

4. The Respondent’s knowledge of the local B.C. market and knowledge of the post secondary sector, and any other factors the University considers relevant. 10%
2.
If the University determines, in its sole discretion, that one Vendor is clearly more highly qualified than the others under consideration, it may decide to award a contract directly to that vendor.

3.
The University may require from a Respondent, pertinent financial information in sufficient detail to verify the Respondent’s financial stability. The University must be satisfied with the financial strength of the Respondent.

4
The University may conduct interviews with a short-list of Respondents in order to make a final analysis and recommendation for award. The University must be completely satisfied with the results of these interviews.

5.
The University reserves the right in its sole discretion to clarify any Response, or to negotiate with one or more Respondents, after the Closing Time without becoming obligated to offer the same opportunity to any other Respondent(s).

6.
The University reserves the right in its sole discretion to waive any non-compliance by a Respondent with the requirements of this RFP in order to obtain the best overall value to the University.


7.
The University, as a result of this RFP process, has no obligation to award a contract(s) and reserves the right to reject any and all submissions.  In no event will the University be responsible for the costs of preparation or delivery of any submission.


8.
Selected Respondent(s) as the result of this process will be required to sign a University Contract,  Letter of Agreement (LOA), Attachment C which details the terms and conditions which will apply to the services performed by the selected Respondent(s), during the contract term.  The University may consider changes to some of the wording within this LOA.  Respondents requesting any changes should keep their request to a substantive nature.

**END OF SECTION 4**

ATTACHMENT A

PROJECT DETAILS AND SPECIFICATIONS

1. Services Required / Project Scope

1.1. Programming, Coding, and Designing of Websites and Templates

The successful Respondent will be required to work with design concept skins provided by the University's brand consultants and use these skins as a basis to redesign and mockup HTML and CSS code for the following:

· UBC Vancouver Website (www.ubc.ca) 

· Common Look and Feel Web Templates

· Design of a Minimal Version of a Secondary Page

· HTML Newsletter Templates

In addition, the successful Respondent will also be required to adapt the overall brand design concept skins for the UBC Okanagan Website (www.ubc.ca/okanagan). For details on design requirements, see Specifications.

1.2. Conception of Website Design

The successful Respondent with UBC Public Affairs will provide creative direction for the redesign of UBC’s websites and CLF templates.

1.3. Co-presentation with Internal Stakeholders

The successful Respondent with UBC Public Affairs will co-present on-going progress of the project to internal stakeholders up to project completion.

1.4. Follow-up / Ongoing Support

Follow-up / ongoing support will be required for an extended period of up to 4 months after the websites are launched on an “as needed” basis.  This includes support for any issues related to the proper function or display of websites and templates.  In addition, the successful Respondent will assist the University with project management and support for the web redesign rollout.

1.5. Documentation and Training

The successful Respondent will provide documentation and training on managing newly designed websites.  Documentation includes:

· a summary of fonts, colours (RGB), and styles used in templates;

· style guidelines to assist site administrators and content maintainers; and
· instructions on maintaining and updating templates and/or site features.
2. Audience

The successful Respondent should consider the following audience groups when designing the new website and templates.

	No.
	Audience
	Comments

	1
	Prospective Students

· Undergraduate

· Parents, guidance counselors

· Graduate

· Continuing and Distance Education

· ESL

· Exchange

· International

Current Students:

· Undergraduate

· Graduate

· International

· Continuing and Distance Education

· Exchange
	· 35,000 undergraduate students and 8,000 graduate students at UBC Vancouver.

· UBC enrolls students in 6 faculties at the Okanagan campus and in 12 faculties at Vancouver.

· 4,000 undergraduate students and 150 graduate students at UBC Okanagan.

· International students come to UBC from over 140 countries and comprise 11.8% of the total student population.

	2
	Faculty and Staff:

· Senior administrators

· Faculty and research

· Management and professional

· Clerical, secretarial and library assistants

· Trades, services and technical

· Other staff
	· 12,000 faculty and staff members at UBC Vancouver and Okanagan.

· UBC employs about 7,000 students annually in various part-time positions, including teaching and research assistants. Also employed on campus are several thousand non-UBC employees, including staff at University Hospital, TRIUMF, and numerous other affiliated organizations.

	3
	Alumni
	· 240,000 UBC alumni in 120 countries around the world.

	4
	UBC Community
	· Includes residents living in or around the campus area.

	5
	Other:

· Media

· Government

· Donors

· Visitor to campus
	· UBC Attractions account for a large proportion of visitors to the Vancouver campus (Museum of Anthropology; Botanical Garden; Bookstore; Aquatic Centre, etc.)


3. Specifications

3.1. General Specifications

3.1.1. Template Design

· Optimized for 1024 x 768 screen resolutions.

· HTML 4.0, XHTML 1.0 and CSS 2 compliant templates.

· If used, JavaScript code must be error free.

· Table-less CSS based templates.

· Templates must be able to work within and support the University’s Content Management System (Active Content Management and others) to ensure usability of other units.

3.1.2. Page Layout

· Header and footer.

· Options of various layouts:

· Fixed width

· Full width

· Center aligned within browser

· Options of various columns:

· one column

· two columns

· three columns

· Avoid use of frames or iframes.

3.1.3. Homepage

· Rotating Spotlights and thumbnails for users to select other Spotlight articles.

· Size and placement of Spotlight feature does not take up more that one quarter to one third of the top of the browser window at 1024 x 768 screen resolution.

· Rotating Spotlights are non-Flash based if possible.

· Downloads within 10-15 seconds on a dial-up connection.

· Flexible layout that will accommodate sections for news, events, welcome message, etc.

3.1.4. Maintenance

· Technical staff can easily update and maintain templates.

· Non-technical staff can easily update and maintain content as well as the Spotlight Rotation on the homepage using popular HTML editors or Content Management Systems.

· Templates should be compatible with the University’s Content Management System and other content management tools, such as blogging software.

3.1.5. Fonts

· Compatible with both PC and Mac operating systems.

· Adjustable with “em” or “%” CSS property values.

· Easily readable and viewable.

· CSS styles are defined for all headings and text (i.e. H1-H6, P, STRONG, OL, UL, BLOCKQUOTE, PRE, etc.)

· Headings are editable text and not image based.

3.1.6. Navigation and Links

· Links have "title" tags.

· Horizontal and vertical navigation menus.

· Editable text and not image or Flash based links.

· Options for secondary and/or third level navigation.

· Navigation aids, such as homepage, site map and breadcrumbs.

3.1.7. Browser and Operating System Compatibility

· Compatible with the following web browsers:

· Internet Explorer 6+

· FireFox 2+

· Safari

· Opera 9+

· Google Chrome

· Compatible with the following Operating Systems:

· Windows 2000 / XP / Vista

· Mac OS 10+

· Linux

· Portable devices such as:

· iPhone

· Blackberry

· PDA

3.1.8. Colours

· Colours are web safe.

· Good contrast between text and background colours.

3.1.9. Images

· Images have "alt" tags.

· Optimized for the web.

· Good use of graphic icons.

3.1.10. Multimedia

· Optimized for the web.

· Links to download plug-ins are provided.

3.1.11. AJAX / Web 2.0 Features

· Features requiring Javascript should have alternatives for browsers with JS turned off if possible.

· Must be compatible with popular web browsers.

3.1.12. Tools and Features

· Google Search engine.

· Text resize.

· Print and e-mail this page links.

3.1.13. Accessibility

· Accessible compliant templates based on W3C guidelines.

· Links to homepage and site map.

· Links to keyboard access keys that offers the option to skip to the main navigation and main content.
3.2. Design Specifications

· Design concept skins will be provided by the University's brand consultants and must be used as a basis to redesign and mockup HTML and CSS styles for the ubc.ca site.

· The Respondent will be required to create one variant of the ubc.ca site and brand identify for the UBC Okanagan site. For example, subtle differences in colours, imagery, navigation, or other unique marks must clearly identify each campus.  Also, site visitors should be able to quickly identify which campus website they are viewing, especially as it relates to student resources and course offerings.

3.3. Common Look and Feel Template Specifications

· Templates must be flexible enough to allow units to easily transfer their existing websites to the new CLF.  UBC Public Affairs will provide direction in meeting this specification.

· Must be able to adapt the overall brand identity to the university's unique campus at UBC Okanagan.

· Options for fixed and full width.

3.4. Internal Resources

· The project point of contact will be UBC Public Affairs.

· Initial design concept skins of the UBC Vancouver homepage and secondary pages will be provided by UBC Public Affairs.  The firm will be tasked with creating standard compliant HTML and CSS code based on the selected concept skin for the UBC Vancouver and Okanagan websites as well as the Common Look and Feel templates.  However, with the direction of UBC Public Affairs, the firm may also be required to make changes to the original concept skins and add additional design features.

· UBC Public Affairs and a web advisory committee consisting of technical and non-technical staff members will evaluate the current UBC Vancouver and UBC Okanagan websites, investigate best practices and will be providing feedback to the firm during the progress of the project.

· During project progress, UBC Public Affairs with the assistance of key stakeholders will be conducting ongoing usability testing.

· Photography to be used in new designs will be provided by UBC Public Affairs.

4. Timeline of Deliverables

Deliverables must be fully completed by June 30, 2009.
Proposed Timeline

The following timeline may be subject to change during the course of the project.

	No.
	Task
	Date

	1
	RFP posted and applications accepted for a period of 4 weeks.

UBC Public Affairs initiates consultation phase with key stakeholders.
	February 13, 2009

	2
	Design concept skins of UBC Vancouver website provided by University’s brand consultants are finalized.
	Early March

	3
	RFP closes.
	March 16, 2009

	4
	Meet with potential web design firms.
	Mid to end of March

	5
	Choose web design firm.
	End of March

	6
	Successful web design firm meets with UBC Public Affairs for project planning and consultation. Conference call with university brand consultants.

Web design firm makes changes to design concept skins if directed by UBC Public Affairs.
	Beginning of April

	7
	Web design firm provides concepts for UBC Okanagan website.
	Mid April

	8
	Concept designs finalized.

Web design firm begins HTML and CSS mockups of UBC Vancouver and UBC Okanagan templates.

Web design firm with UBC Public Affairs will co-present on-going progress of project to internal stakeholders up to project completion.
	End of April

	9
	HTML and CSS mockups finalized.  Web design firm begins HTML and CSS mockups of CLF templates.

Web design firm creates concepts for HTML newsletters.
	End of May

	10
	HTML newsletters finalized.

Testing of all website templates.
	Beginning of June

	11
	Testing complete.
	Mid June

	12
	Documentation delivered by web design firm.

All projects complete and delivered.
	End of June

	13
	UBC Public Affairs begins migrating UBC Vancouver and UBC Okanagan sites into new templates.
	Beginning of July

	14
	Migration complete.
	Mid August

	15
	Site launch.
	End of August


**END OF ATTACHMENT A**

ATTACHMENT B

ORGANIZATION/PROJECT BACKGROUND 

Project Goals

The goal of redesigning the UBC.ca site and its CLF is to:

· support the consistent rollout and increase awareness of the university’s new brand to the UBC community;

· improve the University’s brand identity across multiple campuses, faculties, schools and departments;

· raise the level of the University’s web presence to current web standards and best practices;

· implement a design that improves site usability with more effective placement of navigation links and search tools;

· create a visually appealing web presence that conveys the image of UBC as one of the top ranked universities worldwide; and

· increase the profile and reputation of UBC as a Tier 1 international research university provincially, nationally and internationally.

Organization Background

The University of British Columbia is the Province’s first and most prestigious public post-secondary educational institution and is consistently ranked among the 35 best universities worldwide.  

The University is comprised of 17 Faculties and numerous research centres, institutes, schools and units spread over two main campuses at Point Grey, Vancouver and Kelowna (including two associated campuses at Robson Square and Great Northern Way).

As the University prepares to launch its new brand identity in September 2009, its top-tier web sites will need to be redeveloped to support this initiative.  By redeveloping UBC’s main institutional website presence that adapt to the overall brand identity, the University will be able to:

· communicate the new brand and increase awareness to the UBC community;

· support and improve the overall brand strategy; and

· integrated the rollout of the new brand identity as it applies to the web.

UBC Public Affairs has been working closely with an external consultant to develop the University’s new brand identity.  The brand consultant will be providing initial design concept skins of the UBC Vancouver homepage and a secondary page with which the successful Respondent will work with.

Brand Positioning Statement

To prospective undergraduate/graduate students UBC is the Tier One international research intensive university that, better than any other, offers a fresh, open environment that provides the freedom to learn, discover and contribute in one’s own way.

Brand Purpose

The overall purpose of this branding development has been to increase the profile and reputation of UBC as a Tier 1 international research university and to:  

1. Carve out a unique and ownable space for UBC in an increasingly cluttered and competitive university marketplace; 

2. Create a renewed sense of affinity, pride and connection to the University amongst the multiple audiences we engage. 

Brand Goals

There are a number of key goals the University expects to accomplish through this branding process. They include increasing:

1. Number of top students, faculty and staff nationally and internationally

2. Alumni engagement

3. Community awareness/ engagement/ support/ pride 

4. Funding by government and donors 

The University will reach these goals by means of:

1. Increased consistency and delivery of message

2. Better cohesion of marketing and communications efforts on both campuses

3. Reduced duplication of efforts

UBC’s Vision for the 21st Century

The University of British Columbia, aspiring to be one of the world's best universities, will prepare students to become exceptional global citizens, promote the values of a civil and sustainable society, and conduct outstanding research to serve the people of British Columbia, Canada, and the world.

**END OF ATTACHMENT B**

ATTACHMENT C

SAMPLE LETTER OF AGREEMENT

LETTER OF AGREEMENT
LOA # Computer Generated Number
February 13, 2009
COMPANY NAME
Company Address
City, Province or State,

Country, Postal Code or Zip Code
Re:
TYPE OF THE SERVICE
Dear Addressee:

We are pleased to advise that The University of British Columbia (UBC) is prepared to offer COMPANY NAME (the Contractor) the following contract for services in connection with TYPE OF THE SERVICE project.

1.0
Term:  

The term of the contract will be from Commencement Date to Conclusion Date, on a non‑exclusive basis.  The term may be extended to Extension Period upon the mutual agreement of both parties.

2.0
Services:

The Contractor will perform the following services:

3.0
Reporting:  

The Contractor shall report to UBC Contact Person- on the progress of any services performed under this agreement, who shall monitor such work.

4.0
Compensation and Expenses:  

The costs for this engagement are estimated to be $0.00 plus GST.  This is based on an 

hourly rate of $0.00 for an estimated period of 30 days, plus any pre-approved project specific expenses for all the described services performed. Payment will be made to the Contractor within 30 days following receipt of an invoice which details the services performed, the person performing each of the services, the time spent and the fee for each of the services.  Invoices should be submitted <in triplicate> to UBC Contact Person for approval and must quote purchase order number Purchase Order Number. Invoices can only be processed upon receipt of this signed agreement.

UBC will not be liable for and will not pay any unapproved expenses or increases in fees.  The Contractor is expressly agreeing to complete all the described services for the consideration expressed herein.

5.0
Place of Performance:  

The services will be performed at Place of Performance or at various locations directed by UBC. 

In the event the Contractor is provided with any equipment by UBC, the Contractor shall maintain adequate comprehensive, replacement cost insurance over same with UBC as the named beneficiary and the equipment shall return in the same condition as when provided, reasonable wear and tear only excepted, at the completion of services and prior to final payment of fees.

6.0
Ownership:  

By mutual agreement, and except as agreed to in writing by UBC and the Contractor, UBC will own, and the Contractor grant to UBC all rights (including but not limited to copyright and patent), title and interest in and to any items created by the Contractor in performing the services, whether completed or not, and to their proceeds, such items including but not limited to reports, documents, and computer software.  These items will be delivered to UBC upon request but in any event, no later than completion of the project.

7.0
Independent Contractor: 

7.1
By mutual agreement, the terms of this Letter of Agreement will be met by the Contractor’s provision of services as an independent contractor at arm’s length from, and not as an employee of UBC.  As such, the Contractor is solely responsible for all matters relating to compliance with statutory and other legal obligations arising from the responsibilities in determining how and where the work set forth in this agreement is to be performed, including matters arising between the Contractor and its employees, if any.  Such obligations include but are not limited to: remuneration; discipline; assessment of and withholding for income tax, employment insurance, Workers’ Compensation, and Canada Pension Plan; leave, vacation, overtime and any other payments which may be assessed against the Contractor under any statutory authority for performance of this Letter of Agreement.


7.2
To meet obligations under Workers’ Compensation Board (“WCB”) regulations, the Contractor is confirming to UBC:

· WCB registrant employer # is: COMPANY NAME
(Or)

· Addressee is not covered by WCB as a registrant employer, and is not automatically covered by its provisions, and have not applied nor will apply for voluntary coverage as a registrant employer for a period of time effective for the duration of this Letter of Agreement.

7.3 The Contractor shall maintain reasonable general liability and/or professional liability insurance.  Before beginning to provide services under this Letter of Agreement, the Contractor agrees, if requested, to deliver to UBC a copy of the policy certificate for general liability and/or professional liability insurance for all officers, agents and employees of the Contractor and are to be maintained during the performance of this contract.
	[image: image3.png]
	Copy of General Liability Insurance certificate requested.
	
	Copy of Professional Liability Insurance requested.
	
	Insurance certificates not requested.



7.4 
The Contractor acknowledges that UBC carries no personal property, medical or dental nor any accident benefit or disability insurance on its behalf and that it is the Contractor’s sole responsibility to ensure that it maintains sufficient personal insurance coverage.  The Contractor agrees that any failure on its part to maintain adequate personal insurance shall impose no financial obligation on UBC.

8.0
Indemnity: 

The Contractor shall indemnify and hold harmless the University of British Columbia and its affiliates from any claims brought against the University or its affiliates by third parties as a result of the actions or inactions of the Contractor or its employees, agents and/or subcontractors, including any damages, legal fees, or expenses arising from such claims.  However, the Contractor shall not be liable under this indemnity to the extent that such claims are the result of the negligence of the University of British Columbia.

9.0
Termination:  


This contract may be terminated by UBC:

a.
for inadequate or non‑performance;

b. for breach of any term of this Agreement; or

c. upon thirty (30) days notice

In addition, UBC expressly reserves all legal rights and remedies available under general laws of Canada in the event of termination including the right of set off.

10.0
Confidentiality: 

The Contractor agrees that subject to the provisions of the Freedom of Information Act:

(1) Proprietary Information (herein defined) will, for all purposes and at all times, both during and after its contract with UBC, be confidential and be and remain indefinitely the property exclusively of UBC; and

(2) During and after the Contractor’s contract with UBC, the Contractor will hold all Proprietary Information and other confidential information related to the business and affairs of UBC which it may learn of or be exposed to, in trust for the benefit exclusively of UBC; and

(3) The Contractor will not, either during or after its contract with UBC:

(a) disclose to any corporation, entity or person other than UBC and its directors and officers or as otherwise authorized by UBC, any Proprietary Information or trade secrets or other confidential information of UBC or any of the private affairs of UBC, or

(b) use for its own purposes or for any purpose other than those of UBC, any Proprietary Information or trade secrets or other confidential information of UBC, or any of the private affairs of UBC.

In this Letter of Agreement, “Proprietary Information” means information, knowledge, and materials related to the designs, know-how, goodwill, trade secrets, or property of UBC or to the proposed or actual customers, suppliers or transactions of UBC or to product, services, systems programs, designs, inventions, research, discoveries, developments, strategies, methods or ideas which have been or are being developed or utilized or marketed by UBC, or in which UBC is or may become interested, but excluding information in the public domain and information which UBC has agreed will be deemed not to be “Proprietary Information” for the purposes of this Paragraph.

11.0
Assignment:  


This contract, being personal in nature, is not assignable by the Contractor but may be assigned by UBC in its sole discretion.

12.0
Performance and Execution of Documents:  


UBC and the Contractor will perform any act and execute and deliver any document which is reasonably required to carry out the terms of this Letter of Agreement according to its true intent and meaning.

13.0
GST Registration (Check off and complete):

· GST Registrant and my registration number is __________________.

· Defined as a small supplier as GST taxable sales or revenues earned in Canada in the last twelve (12) months is less than $30,000.

14.0
Billing Method for GST (check off):
· Invoices will clearly show the amount of tax as a separate line item.

· The amount of tax will not be indicated and it will be included in the invoice amount.

· GST will not be applicable because COMPANY NAME is defined as a small supplier.

15.0
Governing Law: 

This contract is governed by and interpreted in accordance with the Laws of the Province of British Columbia.

16.0
Whole Agreement:  

This contract together with purchase order Purchase Order Number shall form the entire agreement.

Please indicate acceptance of this offer by signing and returning this letter.

Yours truly,




AGREED AND ACCEPTED

____________________Date:_________
______________________Date:__________

The University of British Columbia

per COMPANY NAME (Consultant)

Janet Lodge, Procurement Officer

Supply Management Department

NOTE:
This agreement is not valid unless signed by an authorized agent of the University.

**END OF ATTACHMENT C**

SCHEDULE A

RESPONDENT’S FINANCIAL PROPOSAL

THIS DOCUMENT IS TO BE COMPLETED AND RETURNED WITH THE RESPONDENT’S PROPOSAL RESPONSE.

Please provide a detailed breakdown of tasks and associated level of effort and also the personnel involved in each task. 

If you require additional pages please ensure all pages are clearly marked:

RFP#2008010517

SCHEDULE A – RESPONDENT’S FINANCIAL PROPOSAL

	No.
	Item
	Financial Proposal ($)

	1
	Using design concept skins that will be provided by the University’s brand consultants, programming, coding and designing the following:
	N/A

	
	1.1 UBC Vancouver Website (www.ubc.ca).
	$

	
	1.2 Common Look and Feel Web Templates.
	$

	2
	Adapting the overall brand design concept skins for programming, coding and designing the following:
	N/A

	
	2.1 UBC Okanagan Website (www.ubc.ca/okanagan)
	$

	
	2.2 Design of a minimal version of a secondary page.
	$

	
	2.3 Design and mockup of HTML Newsletters.
	$

	3
	Follow up and ongoing support on an “as needed” basis to assist with issues related to the proper function and display of websites and templates.  Please indicate hourly rate if appropriate.
	$

	4
	Documentation and training required for staff to maintain and manage websites and templates:
	N/A

	
	4.1 Training of staff.  Please indicate hourly rate if appropriate.
	$

	
	4.2 Summary of fonts, colours (RGB), and styles used in templates.
	$

	
	4.3 Style guidelines to assist site administrators and content maintainers.
	$

	
	4.4 Instructions on maintaining and updating templates and/or site features.
	$

	5
	The Respondent may recommend any additional services that may be appropriate.
	$


**END OF SCHEDULE A**

SCHEDULE B

REQUEST FOR PROPOSALS

RFP #2008010305

RESPONDENT INFORMATION

THIS DOCUMENT IS TO BE COMPLETED AND RETURNED WITH THE RESPONDENT’S PROPOSAL RESPONSE.

**This schedule is to be used to provide all of the information requested in sections 3.1 and 3.2.  Please ensure that each answer is referenced by the item number it refers to.(eg Answer to 3.1.3 etc.**

**END OF SCHEDULE B**

SCHEDULE C

	[image: image1.png]



	The University of British Columbia

Supply Management

2075 Wesbrook Mall

Vancouver, British Columbia  V6T 1Z1



CONFIRMATION OF OFFER

	Company Name:

	Signature:

	Name:

	Title:

	Date:

	If the Respondent is a company, your signature confirms you have the legal authority to bind the Bidder.  Failure to sign this document will result in disqualification of your response.


**END OF SCHEDULE C**
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RFP #2008010517


To Provide Website Development Service 
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