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Request for Proposal
Website Monday, February 1, 2010
Closes: Monday, February 22, 2010
American Foreign Service Association
2101 E St NW
Washington, DC 20037




1. SUMMARY

The American Foreign Service Association (AFSA), the professional association and labor union of the United States Foreign Service, is accepting proposals to design and develop an integrated online content management system (CMS) that will serve AFSA for at least the next 3-5 years. This will be a concept-to-completion production with continued technical support. The purpose of this RFP is to provide companies with a description of our organization and core needs for this project. The existing AFSA website, originally designed and produced in 1999 with slight modifications made since, has minimal CMS functionality. Most content updates are managed by two staff members; architectural updates can only be made by the current design company. Only proposals that ensure a new site can be launched on or before November 1, 2010 will be considered; this includes sufficient time for testing, training and appropriate usability assessment.

2. BACKGROUND OF ORGANIZATION

The American Foreign Service Association (AFSA), established in 1924, is the professional association of the United States Foreign Service. With close to 15,000 dues-paying members, AFSA represents 28,000 active and retired Foreign Service employees of the Department of State and Agency for International Development (AID), as well as smaller groups in the Foreign Agricultural Service (FAS), Foreign Commercial Service (FCS), and International Broadcasting Bureau (IBB). AFSA's principal missions are to enhance the effectiveness of the Foreign Service, to protect the professional interests of its members, to ensure the maintenance of high professional standards for both career diplomats and political appointees, and to promote understanding of the critical role of the Foreign Service in promoting America's national security and economic prosperity. Among its professional activities, AFSA publishes the monthly Foreign Service Journal, presents an annual set of awards for intellectual courage and creative dissent, organizes programs of speakers on foreign affairs, maintains meeting facilities for its members, provides a college scholarship program for Foreign Service children and offers specialized insurance plans to its members. AFSA's legislative affairs department coordinates efforts to keep Congress aware of the concerns of the Foreign Service and of active and retired Foreign Service personnel. AFSA is the exclusive bargaining agent for the Foreign Service employees of all five agencies. In this labor/management relations capacity, AFSA negotiates with the agency management on personnel policies and practices affecting members' working conditions. AFSA also represents members in formal grievance proceedings, office of security and inspector general investigations, and EEO cases, while providing them informal assistance in dealing with administrative problems. Foreign Service retiree concerns are an integral part of the AFSA agenda. AFSA works closely with retired Foreign Service personnel on legislative issues related to retiree pensions and benefits. Retirees, individually and through independent retiree groups around the country, actively promote the Foreign Service and international engagement in their communities. In its efforts to explain the Foreign Service's role and to build domestic constituencies to support its activities, AFSA operates a speakers’ bureau, which makes experienced diplomats available to speak to a wide range of groups all across the country. Through Exploritas programs, AFSA members conduct continuing education classes on the Foreign Service. 

3. AUDIENCES

AFSA’s new website will need to be accessible to a number of audiences with a wide range of technical and online capacities and varying bandwidth connectivity. Our primary audiences include our members across five agencies and around the world, U.S. Government staff, media, non-profit partners, and students.  In addition, the content that is provided through AFSA’s website is of interest to policy experts, multilateral institutions, foundations, scholars, students, potential members, and the general public. Lastly, AFSA Governing Board members and AFSA members will need to be able to access certain materials otherwise unavailable through password-protected pages.

4. PROJECT STAFF

The selection of a company and planning efforts will be overseen by a cross-team operations group. This group will be driven by two roles:
-Project Lead: Responsible for sign-off on key decisions (with final decisions resting with the organization’s President and/or Governing Board), providing project steering, working with internal team members and external advisors, and keeping the project on schedule–Ian Houston,
Executive Director
-Project Supervisor: Responsible for keeping project within budget and maintaining relationships with key internal and external stakeholders (staff leadership team, Board members)–Ásgeir Sigfússon, Marketing and Outreach Manager.

5. PURPOSE AND OBJECTIVES

Purpose
AFSA currently has a web presence that is very outdated in structure and in the updating of content, which therefore is insufficient to our needs. An opportunity exists to re-engineer the site with the latest web and new media tools to better reflect the mission and wealth of information available from AFSA and its various departments. Upon completion of the development of the site, AFSA will assume full responsibility for website content maintenance and administration. A separate agreement will be negotiated for ongoing technical maintenance, expansion and growth as determined necessary by AFSA. All content, coding and graphics will become the sole property of AFSA.

Objectives
The outcome of this project is an AFSA website that allows a large amount of constantly changing content to be maintained by non-technical staff. Administration of the site should allow, but not require, access to source code. The ability to update content, make design changes or create new pages will be based on roles to control access and work flow (e.g. author, reviewer/editor, publisher). The website will also need to connect to a constituent relationship database (TIMSS version 6.5) in order to safely store information related to e-commerce activities. The site should provide access controls that allow external stakeholders (member staff, Board members, etc.) to add draft content to the site for approval by AFSA staff. The design should complement AFSA’s efforts to build brand identity, leverage expertise on the Foreign Service and employee rights, highlight the efforts of and benefits to members, and provide incentives for greater involvement in AFSA. Staff should feel empowered by the site’s tools and design to contribute content that establishes the site as “the” authoritative resource on AFSA’s main issues for the organization’s target audiences. Members should see the site as a benefit in itself.  Visitors should be able to purchase or renew memberships, make donations, purchase books Foreign Service Journal subscriptions through the site.

6. TIME FRAME

-This RFP is dated Monday, February 1, 2010. Companies may also request a copy be sent via e-mail or postal mail by contacting Ásgeir Sigfússon at sigfusson@afsa.org  or 202-944-5508.
-Proposals are due no later than the close of business on Monday, February 22, 2010.
-Proposals will be evaluated immediately thereafter. During this time we may require interviews at our office with our evaluation team in mid-March 2010. You will be notified if this is requested.
-Completion dates for the project’s different phases (development, implementation and testing) will be determined during negotiations. (Only proposals that ensure a new CMS can be developed and launched by November 1, 2010—including testing, training and usability assessment—will be considered.)

7. SCOPE & GUIDELINES

The scope of this project is to redesign the existing AFSA website from the ground up, including discovery, development, design and maintenance (including expansion and scaling as appropriate). A company that can handle all of these elements is required.

Discovery
The discovery phase should be designed to confirm AFSA’s key audiences and other selected targets, their needs, usage patterns, and the required navigation and technology functions. It should result in a creative brief that informs AFSA staff and leadership on appropriate development and design elements, recommended phasing and growth, and the necessary budgetary parameters.

Development Guidelines
We have determined four major features we will require in a CMS–data administration, constituent access, content management, and web analytics. All necessary software and licenses to maintain system internally or externally, as decided by AFSA, should be acquired and provided to AFSA. Proposals should note how they provide all or most of the following functions:

Data Administration
-Must integrate with a robust online constituent relationship management (CRM) system, with the content of specific fields displayed on different pages as identified by AFSA staff.
-Must include a library of currently available online documents, including various tags and categories and a comprehensive indexing and search function. (Such documents will eventually be stored in the CRM, and thus the website will need to provide for indexing and tagging submissions.)
-Must facilitate the conversion and importing of substantial amounts of content from the existing website and database.
-Must provide necessary software and licenses to maintain site internally or externally, as decided by AFSA.

Constituent Access
-Must allow for the definition and authorization of certain roles, allowing differing levels of authority to update selected pages. (An ability to track staff time in updating pages would be a useful component in training staff and monitoring staff input.)
-Should provide the ability and interface for an individual to create a personal profile, with e-mail, areas of interest and demographic information (captured and delivered to the CRM). Future expansion may include the ability of individuals to personalize the content they see on AFSA’s homepage based on their interests.
-Should include capabilities for project collaboration among internal working group members and anticipate offering peer-to-peer information sharing among individual visitors to the site based on individual profiles. Visitor activity should be captured and delivered to the CRM.

Content Management
-Must provide for a content management system that will permit multiple nontechnical AFSA staff to update both public website content and content for a restricted intranet. Content changes should be logged and reversible. 
-Should provide ability for staff or select users to tag records to facilitate user searches.
-Should provide, in addition to the CMS back-end, a separate file manager and FTP interface page available to AFSA staff.
-Should provide search capabilities using wildcards, keywords or phrasing that will identify content from throughout the site in multiple forms. The search function should also identify content from “tags” offered by staff through a back-end.
-Must allow selected content on members’ programs to be displayed in a mapping tool, such content being pulled from the CRM system.
-Must include webpage templates for meetings or special events linked to e-mails or announcements, through which invitees may easily and confidently RSVP (captured and delivered to the CRM) and export event information to iCal, Gmail, GroupWise or Outlook calendars.
-Should provide for multimedia capability, including “live” content, such as webcasts or automatically updated interview pages (such as The Washington Post). Access to such content should have the same security precautions as other content, including access level and update permissions.
-Should encourage the development of new web pages consistent with the proposed navigation scheme.

Web Analytics
-Must include an easy-to-understand reporting and analytics package to help us better understand website visitors’ behavior–self-identified interests, purchases, event registrations, group membership–and provide a reporting function; ability to segment users and report on behavior preferred.
-Must allow integration with other analytics tools for comparison

E-Commerce
-Must include secure e-commerce functionalities, linked to AFSA’s database system (currently TIMSS version 6.5 by TMA Resources).

The development approach should also anticipate future growth and seamless integration of new features, possibly including:
-a job-posting tool;
-migrate, index and store documents from shared drives with a comprehensive search function;
-online staff time tracking;
-online accounting tools;
-mobile phone-accessible content and design; and
-new e-learning and related training tools as they become available.

Interface Design
The CSM interface should be an easily navigable graphical user interface (GUI) with a look and feel that encourages users to explore ways to contribute content with confidence. Design and training staff should anticipate the interface being used primarily by non-technical staff. The design aspects must meet the following criteria:
-Have an attractive mix of text, graphics and photos.
-Each section of the site should have a common look and feel, with minor variations indicating different pages for individual profiles, news, member profiles, events, etc. The AFSA logo should be prominently displayed on every page as a common header and a menu of key or starting pages available as in the footer. The use of photographs, fonts and layouts should be consistent throughout the site. Design staff should be experienced working with external branding consultants if they do not provide this service directly.
-Be easy to navigate, with information grouped and presented in a logical manner and require no more than three levels of “drill down” for the user to find the desired information. The design of URLs should reflect content as much as possible to facilitate user confidence and navigation.
-Meet the following certain site specifications:
  >Be minimally compatible with Internet Explorer version 6.0, Mozilla Firefox version 2.0, Netscape 7.0 (and compatible) and Safari version 2.0. Compatibility with earlier releases is desirable, given the range of technical and online capacities of our primary audiences.
  >Provide plain-text-only option for low bandwidth users.
  >Not require plug-ins as a default.
  >Meet ADA access requirements adopted by the Federal Access Board under section 508 of the Rehabilitation Act.
  >Be built in accordance to the Web Content Accessibility Guidelines 1.0, provided by the W3C and easily accessible to the novice as well as the experienced Internet user.
  >Load in 8 seconds or less on a 56K modem connection.

Testing, Training and Support
The testing and support aspects must meet the following criteria:
-Testing of site on all applicable platforms to ensure website works as promised. Explain testing plan through development process (i.e., focus groups, etc.), including an online development portal for the review and approval by staff of copy, design, and administration prior to launch
-A training schedule (multiple sessions) and necessary on-going support to ensure easy use by nontechnical AFSA staff.
-A service agreement that provides for timely technical updates as necessary and a dedicated support manager to present information and coordinate with AFSA staff, including a reasonable number of meetings to present further design and development recommendations and necessary training as requested by AFSA
-Regular consultations to discuss further design and development recommendations and necessary training as requested by AFSA
-Ongoing engagement to help us understand unique branding opportunities, audience patterns, social technologies, and online behavior.

8. PROPOSAL GUIDELINES AND REQUIREMENTS

-This is an open and competitive process. Multiple solutions may be submitted. Companies submitting proposals shall be responsible for any and all costs and/or expenses associated with preparing such proposal.
-Proposal should be submitted by e-mail (Adobe PDF format preferred) by the close of business on
Monday, February 22, 2010. Proposals received after this deadline will not be considered and will not be returned. Deliver proposals to the attention of: Ásgeir Sigfússon, Marketing and Outreach Manager, sigfusson@afsa.org.
-Price quotes should be inclusive and detailed. If your price excludes certain fees or charges, you must provide a detailed list of excluded fees with a complete explanation of the nature of those fees.
-If the execution of work to be performed requires the hiring of sub-contractors or other companies, this must be clearly stated this in the proposal. Sub-contractors must be identified and the work they will perform must be defined. AFSA will not refuse a proposal based upon the use of sub-contractors; however we retain the right to refuse the sub-contractors you have selected. AFSA will not work directly with sub-contractors; ensuring that all work is completed on time and as agreed will be the responsibility of the design and development company.
-The proposal must contain the signature of a duly authorized officer or agent of the company submitting the proposal.
-The proposal should indicate your company’s name and relevant information ONLY on the Title Page and Cover Letter (see Section 13). This information should not appear anywhere in the proposal itself. This will facilitate our evaluations on an equal footing.


9. QUALIFICATIONS

-Provide reference information of 3-5 current clients (non-profit and member-oriented organizations preferred) for whom you have produced websites that best reflect your work and relevancy to this project. Briefly describe the role your company continues to play in working with these clients. Only sites that are live will qualify during evaluation.
-Briefly describe your company’s organizational capacity and core competencies that will allow you to produce our website and maintain professional support services (e.g., staff, equipment, software, physical space, office location, etc.). Note particularly your experience in consulting with clients’ communications and IT staff.
-Briefly describe your company’s experience with integrating other website technologies, third party or “off-the-shelf” software tools and applications into web development projects. Note particularly whether any third-party software will require upgrades and licensing fees for programming.
-Describe the team that will be assigned to this project, including what each person’s role will be. As pertinent, include information about awards received, relevant qualifications and experience.
-Please provide an outline of the development process for this project, including significant milestones or project deadlines. This outline should also include details about how related communications will be handled.
-Please note your intended process to solicit input from multiple AFSA staff and stakeholders (Sections 3 and 9).
-Please describe your experience and process in web usability analysis.
-Time frame for completion. The time frame for completion of the project will be evaluated. In addition, time frames will be part of the contractual agreement; therefore, a realistic time frame for completion is requested.
-Briefly describe your company’s project management process.
-Please discuss any hardware/software vendor partnerships (as relevant).
-Please explain your customer service agreement approach related to testing and support plans.
-Any additional terms and conditions that you will require in a contractual agreement.

10. EVALUATION CRITERIA

The following criteria will form the basis upon which AFSA will evaluate proposals. The mandatory criteria must be met and include:
-Suitability of the proposal in meeting the needs and criteria set forth in this RFP.
-Expertise in recommending and communicating appropriate technical and aesthetic solutions as evidenced by the proposal and references.
-Aesthetic capabilities as demonstrated by prior work - artistic and innovative, user-friendly interfaces that engage communities and viewers.
-Candidate experience in successfully completing similar projects and the qualifications necessary to undertake this project.
-Pricing as commensurate with the value offered by the service provider. As a non-profit institution,
AFSA is able to accept pro bono service and recognize the provider to the full extent allowed by the Internal Revenue Service, including naming the service provider within the website and other collateral as an AFSA supporter and partner.
-Competencies and ability of staff in developing the site in the time frame needed and reflected by prior work with other clients.
-Clarity and organization of the proposal presentation.
-Demonstrated commitment to strong client service.



11. BUDGET

Please submit a detailed cost proposal to accomplish the scope of the project outlined herein; you may also submit additional detailed cost proposals for alternate approaches to meeting the requirements of the project. Cost proposals should also include any necessary software or licensing acquisitions necessary. Hosting options and costs should be broken out and presented in the proposal separately.

12. CONTRACT TERMS

AFSA will negotiate contract terms upon selection. All contracts are subject to review by AFSA legal counsel, and a project will be awarded upon signing of an agreement or contract, which outlines terms, scope, budget and other necessary items. Provisions of this RFP and the contents of the successful responses are considered available for inclusion in final contractual obligations.

13. FORMAT FOR PROPOSALS

Please use the following as a guideline to format your proposal:
Length and Font Size:
Please use fonts no smaller than 11 point. Maximum proposal length including title page, cover letter, proposal, qualifications and budget should not exceed 30 pages (not including attachments noted below).
Title Page:
AFSA, Website Design & Development Proposal, your company name, address, website address, telephone number, e-mail address and primary contact person.
Cover Letter:
Signed by the person or persons authorized to sign on behalf of the company (1-2 pages).
Proposal:
Discuss your proposed solution, including the features, benefits and uniqueness of your solution. You should also touch on your ability to deliver the project in the timeframe noted in Section 7 (5-10 pages).
Mock-up:
You may opt to include mock-ups of a new site. These may be included as additional pages to the proposal (3-5 pages) or as a PowerPoint or Flash presentation.
Qualifications:
Provide the information requested in Section 11 (10-20 pages).
Budget and Fees:
List budgets and staff you anticipate working on the project and their hourly rates for work as requested above.
Attachments: Hosting Options
-Do you provide hosting services? If so, please provide answers to the following questions. If you do not provide database development services but partner with a branding consultant or company, please attach no more than 2-3 pages with the company name, address, website address, telephone number, e-mail address, primary contact person, and list of clients for whom you have partnered.
· Can you provide a dedicated secure server?
· How often do you backup?
· How often do you have down time? What compensation will be made for incidents of down time?
· How often do you upgrade software/hardware?
· Please describe your technical support.
· Please describe your security.
· Please describe your methodology and customer service agreements.
· Pricing, terms and conditions.
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