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Naperville 203

Website Content Management RFP


	Website Content Management Product & Services
	RFP

	Evaluation questionnaire for selection of a Content Management System (CMS) and services to provide design assistance, content migration, deployment and hosting of a replacement to Naperville 203’s current website management system for the district and individual school sites.  For E-Rate purposes:  Naperville District 203 anticipates a 40% discount rate district for the 2013-2014 E-Rate year.
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1. OVERVIEW
1.1 Purpose& Goals
Purpose

Naperville District 203 is seeking website design services for deployment of updated district and school websites that will be aesthetically pleasing, intuitive to understand, easy to navigate and similar in design across the district.  Additionally, the District is looking for a website software platform that will allow the district webmasters, with little to no programming knowledge, the ability to edit and update content within a self-service environment.
For submission of proposals, firms who wish to partner to provide the full breadth of requirements may do so.  If two firms are partnering, sections may be completed by the appropriate bidding firm and presented together as a complete proposal.  Include a note at the beginning of each section identifying which firm has completed that section.  The following sections must be completed by each firm separately:  (3.5) Corporate Background and Experience, and (3.8) References.
This document contains questionnaires that will be used by Naperville District 203 for Website Content Management System (CMS) product evaluation, as well as professional design and branding assistance.  

RFP Goals
Naperville District 203’s primary goals for this RFP are:
· To select a strategic partner for initial and potentially ongoing branding, image and presentation consultation for the re-design of the District’s web pages, ideally with subject matter expertise and experience with the selected Website Content Management software;
· To gain understanding of the Website Content Management product capability in order to optimally select, implement and operate a CMS tool that will best meet the needs of the District based on the stated requirements;
· To obtain a complete understanding of total project costs and effort needed to re-design, deploy and continue to maintain the districts many web pages;
· To fully understand hosting options and associated costs; and

· To qualify for e-rate funding.
1.2 RFP Response Instructions
PROPOSAL SUBMISSION INSTRUCTIONS
All times listed in this RFP are stated as the time reference that is appropriate as of the date in question for Naperville, Illinois, CST.  To be considered a Vendor, the candidate must submit the complete original proposal (properly completed and signed) and provide fully executed copies of any and all addenda required to be returned, in a sealed envelope before 12:00 p.m. CST on 2/14/2013, to the following address:
Naperville District 203 Website RFP 
c/o Susan E. Rice, Director of Communications
203 West Hillside Road
Naperville, IL 60540-6589
Questions and electronic submission may be sent to: 203Website@beairdgroup.com
The Vendor is required to submit an original plus two (2) copies of the proposal and any required addenda. In addition, two (2) copies of the final RFP response must be submitted on flash drives in both Word / Excel, and PDF formats. 
Flash Drives must contain a single RFP document containing all sections and appendices of vendor’s proposal.  It should also include Excel workbooks version of both Appendix A: Requirements, Appendix D: Cost Forms.  Proposals that do not meet all format requirements will be disqualified.
It is the sole responsibility of the Vendor to be sure that the District has received the entire proposal and any and all addenda on or before 12:00 p.m. CST on February 14, 2013.
VENDOR REGISTRATION
The RFP Team highly recommends all Vendors who intend to submit a proposal register to insure inclusion on the list of recipients for any addenda or clarifications published by Naperville District 203 in connection with this RFP.   See Appendix F: Registration Form. 

PROCUREMENT PROCEDURES
CMS Vendor and Design Firm selection will be made to the vendors that best meets the needs of Naperville District 203. The District will evaluate the CMS separately from design services, though design firms with experience with the recommended CMS will be strongly favored for selection.  Proposals will be reviewed and evaluated in terms of its conformance to the specifications in this RFP.
1) Costs

a) The costs of developing its proposal are solely the responsibility of the Vendor. The District shall not reimburse those costs.
b) In the case of site visits made in reference to this RFP, the District’s costs for transportation, lodging, meals, etc. shall be the responsibility of the District, and the Vendor's costs shall be the responsibility of the Vendor. 
c) In no way shall the Vendor’s costs be billable to the District.
2) Addenda and Rules for Withdrawal
a) Before the date specified for the receipt of proposals, a Vendor may withdraw its proposal by submitting a signed, written request for withdrawal to the District.  
b) The District will not accept any addenda, revisions, or alterations to proposals after the proposal due date unless it requests them. Any submitted proposal must remain valid until 6/30/2013.
3) CMS Price Quotations

a) Cost Forms (Appendix D) must include the estimated costs of furnishing all materials, equipment, labor, maintenance, content migration, training, operating manuals, and services necessary or proper for the completion of the work described in this RFP unless otherwise noted in the RFP. The District shall not be liable for any costs beyond those proposed in this RFP and awarded. Time and materials quotes are not acceptable.  

b) Vendors must include all royalties and applicable sales, customer, use, and other taxes in their price quotations, taking into consideration the where taxes may not be relevant for a school system.

c) Proposals must include maintenance/license costs after the end of the first year following the expiration of the warranty period. Any annual increase in maintenance/license costs after that time must be stated as the maximum percentage increase over the previous year’s base. Any increase realized cannot exceed the increase in the consumer price index for the same period.
d) Proposals must include notice of substantial upgrades or software redesigns on the horizon that would be launched within 24 months and the potential costs to upgrade, allowing the District to easily transition with minimal disruption and cost. 
4) Acceptance and Rejection of Proposals

a) All proposals properly completed and submitted will be accepted by the District.  However, the District reserves the right to request necessary amendments, reject any or all proposals, reject any proposal that does not meet all mandatory requirements, or cancel this RFP according to its best interest.
b) All proposals will be considered public documents and will be available for review by interested parties at a location convenient to Naperville District 203.
5) Disposition of Proposals

a) All proposals become the property of Naperville District 203. 
b) The successful proposal shall be incorporated into the resulting contract by reference
NOTE: At no time prior to the District’s notice of award shall Vendor(s) contact District officials or personnel regarding this RFP or any contract(s) to be awarded in response hereto, except those designated in this RFP. To do so could subject the Vendor to disqualification.
1.3 Proposals Evaluation Process
Figure 1-2 RFP Evaluation Process 
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I. Develop & Publish the RFP
District project leads and stakeholders will work with consultants to develop and publish an RFP to describe the objectives and requirements for the web content and design assistance Project Webmasters. 
II. Vendor Response Period
Design firms and vendors will have 28 days to prepare and submit their responses from the publication of this RFP on January 16, 2013. 
Intent to Respond
It is highly recommended that vendors complete and submit the registration form in Appendix F.

Proposal Acceptance
By submitting an offer in response to this solicitation, the Vendor agrees that any offer it submits may be accepted by Naperville District 203 at any time on or before 12:00 p.m. CST on 2/14/2013.
The issuance of this RFP does not constitute a commitment by Naperville District 203 to award a contract.
Changes to the RFP

Vendors who are registered with District 203 for this RFP will be notified by email of any changes in the specifications contained in this RFP by addendum. If any addenda are issued to this RFP, a good faith attempt will be made to deliver a copy of same to those persons or firms who, according to the records of the District 203, have previously received a copy of and are registered with the District for this RFP. However, prior to submitting the proposal, it shall be the sole responsibility of each Vendor to contact the RFP Consultants at 203Website@beairdgroup.com to determine if any addenda were issued and, if so, to obtain such addenda.
Vendor Questions
Vendors may submit questions at any time during the Response Period.  All questions should be submitted to 203Website@beairdgroup.com.   Though vendors will not be identified to one another, all questions and answers will be shared with all registered vendors.  Responses will be issued at least weekly during this time.  Questions deemed to be critical will be answered within 24 hours.
Signing of Proposal/Authorization to Negotiate 

Each Proposal submitted by Vendor shall be executed by Vendor or by its authorized officer. In addition, Vendor must identify those persons authorized to negotiate on its behalf with the District 203 Website Content Management RFP Team in connection with this RFP.
III. Proposals Evaluation
The District will assess proposal requirements responses, will survey references and will score proposal responses (see Figure 1-3, Evaluation Scoring Criteria.)  Technical proposal responses, vendor references and estimated costs will be taken into consideration.  If unable to select a solution from this evaluation, the District may select finalists and invite those finalists for presentations.  If a finalist stage is determined to be necessary, each finalist will be asked to provide an in-depth presentation on site at the Naperville District 203 administrative offices that will include Use Cases provided by the District.  In addition, each finalist would be required to attend an in-depth review of their Technical Questionnaire.  All vendors will be asked to supply the same information under the same time guidelines.  Finalist vendors should expect to receive additional questions from the RFP Evaluation Team and are expected to respond to those questions as directed. These responses will be included in the overall scoring process.
Figure 1-3 Evaluation Scoring Criteria
	1
	Cost (Appendix D)

	2
	Design Firm Questionnaire (Appendix B)

	3
	Sample Website Designs (Appendix B)

	4
	References (Appendix C)

	5
	Company Health& Experience

	6
	Design and Development Approach

	7
	CMS Recommendations & Experience

	8
	Technical Questionnaire (Appendix H)


IV. Recommendations

The District will use the previously described evaluation process to assess and score CMS products.  The District reserves the right to select design assistance separately from the purchase of a CMS, though the District prefers an image consulting firm with experience using the selected CMS.  
Notifications of Unsuccessful Vendors

The District’s RFP Evaluation Team shall notify all Vendors after the Vendor selection recommendation has been made by the District’s Executive Steering Committee, but no later than the selection recommendation and approval to proceed with contract discussions being placed on the School Board agenda. 
Contract Discussions

The District’s RFP Evaluation Team anticipates that the District will be prepared to negotiate a contract with the selected design firm Vendor within four to six weeks of the School Board’s Vendor selection approval. In addition, the District anticipates entering into a Website Content Management software maintenance agreement with the successful Vendor to follow the software warranty period. As part of this proposal, Naperville District 203 requests Vendors to cost out annual maintenance services for 4 years following the first year warranty period for a total of five years of all costs associated with the CMS design, deployment and hosting.
1.4 Additional Items
District Rights
The District may investigate the qualifications of any Vendor under consideration, require confirmation of information furnished by a Vendor, and require additional evidence of qualifications to perform the Services described in this RFP. The District reserves the right to:

1. Reject any or all of the Proposals
2. Issue subsequent Requests for Proposals
3. Cancel the entire Request for Proposal
4. Remedy technical errors in the Request for Proposal process
5. Appoint evaluation committees to review Proposals
6. Seek the assistance of outside technical experts in Proposal evaluation
7. Approve or disapprove the use of particular subcontractors
8. Establish a short list of Vendors eligible for discussions after review of written Proposals
9. Negotiate with any, all, or none of the Vendors
10. Solicit best and final offers from all or some of the Vendors
11. Award a contract to one or more Vendors
12. Accept other than the lowest offers
13. Waive informalities and irregularities in Proposals
Qualifications of Firms
The District Website Content Management RFP Evaluation Team believes that there are specific qualifications that a Vendor must meet in order to be viable for this effort.  Vendors who do not meet these qualifications may choose to present a proposal, though they should be prepared to demonstrate how their product and implementation plans would overcome any shortcomings.  
The specific qualifications for CMS products for this effort are:

· High quality and intuitive Website Content Management System functionality and features 
· Reputation for product reliability and as an innovation leader in the area of Website Content Management Systems
The specific qualifications for design firms for this effort are:
· Firm experience

· Demonstration of capabilities and quality

The District reserves the right to investigate the qualifications of all firms under consideration and to confirm any part of the information furnished by a Vendor, or to require other evidence of managerial, financial or other capabilities which are considered necessary for the successful performance of a long term contract.  The District will accept joint Proposals from two or more firms, provided that the Proposal explains in absolute clarity how the firms will coordinate their work and that the arrangement will not interfere with the provision of the services.

Cost Reimbursement
Naperville District 203 shall not reimburse any Vendor for any costs associated with the preparation and submittal of any offer, or for any travel and per diem costs that are incurred by any Vendor in responding to this RFP, including the costs of conducting or attending any meetings, presentations, or negotiations.

Insurance
Vendor agrees that it shall maintain insurance in the following limitations:

Workman’s Compensation Limit

$500,000.00

Comprehensive Auto & General Liability:



Personal Injury


$1,000,000.00



Property Damage

$1,000,000.00

Comprehensive Auto & General Liability:



Non-ownership per occurrence
$1,000,000.00
District 203, their officers, employees, and agents must be named as additional insured. Certificates of Insurance acceptable to District 203 shall be filed with them prior to commencement of work, which shall include a 30-day notice of cancellation or reduction in limits.  The insurance shall be as specified above or as required by law, whichever coverage is greater.

2. ABOUT NAPERVILLE DISTRICT 203
2.1 Naperville District 203 Overview
Naperville CUSD 203

203 West Hillside Road

Naperville, IL 60540-6589

630.420.6300
www.naperville203.org
Naperville District 203 is the seventh largest K-12 District in Illinois on approximately 32 square miles of land, 28 miles west of Chicago and within DuPage and Will Counties.  The boundaries include much of the City of Naperville, parts of the Village of Lisle, and single subdivisions lying within the communities of Bolingbrook and Woodridge.  Buildings & Grounds cover over 2 million square feet. The District covers 22 schools, with approximately 18,000 students and 2,500 staff.

22 schools - Growth projection: stable
·   1
Preschool

· 14
Elementary Schools

·   5
Middle Schools (Grades 6-8)

·   2
High Schools

Key Roles
· Interim Superintendent: Dan Bridges
· CIO: Roger Brunelle
· Project Lead: Susan Rice, Director of Communications 
· Project co-Lead: Deanne Fulner, Talk203 & District Web Manager
· Building Webmasters: Each school building has a webmaster responsible for maintaining calendars, postings and other content to their individual sites
2.2 Technology Resources

1. Each school has a one GB AT&T MPLS Opt-e-man connection installed and operational at each location.

2. The District utilizes two load balanced internet connections.  One 30MB connection is located at the PSAC Data Center and one 50MB connection is located at the NNHS Data Center. 

3. Each site is connected to both Data Centers in a mesh environment.
4. Web Access & Active Directory: Recently acquired products are accessed via a web interface that utilizes Microsoft Active Directory (LDAP) for security login.

2.3 Current Website Content Management Environment

The district currently uses a CMS developed and supported by AmericanEagle.  The initial content for the District’s site was loaded by AmericanEagle, who currently hosts the District’s website and provides technical support. 

The District currently experiences many challenges with their CMS environment.  The most painful of these is that many seemingly minor changes to content require mid to advanced HTML coding knowledge, for which the majority of webmasters do not have proficiencies.  Additionally, the look of the current sites is dated and provides challenges to maintain.

Each school has a part-time webmaster whose responsibilities are to manage the school website to keep it current, relevant and increasingly useful to parents, students, staff and the community.  Their duties are performed as needed.  Webmasters are expected to:

· Learn and apply knowledge of the website Content Management System (CMS) to maintain their school’s site.  Use product provided training tools to update and reinforce skills as needed.
· Coordinate information flow within school in order to keep website content current.
· Maintain site navigation.

· Using tools provided, optimize images/art for website and create PDFs for asset documents if needed.

· Use CMS to import/export Excel-based data.
· Manage calendar events using import/export from CMS integrated or built-in calendar tools.
· Manage site statistics software and reporting.

· Monitor webmaster email account on a daily basis and answer/forward email as needed.

· Coordinate information flow within school so that staff/volunteers know how and to whom they should submit information for site.

· Manage site admin users.
· Establish site reminders to remind CMS users to review their content.

· Note: Some webmasters may have an understanding of HTML, but are not expected to have programming knowledge.

In addition to these, The District webmaster’s duties include oversight and support of the school webmasters.

2.4 Website Content Management Vision
The District envisions a website environment in which the content is easy to maintain by the district’s 22 webmasters, and the look and feel of the website is relevant, intuitive, professional, and easy to navigate.

A new CMS should not require HTML programming, and must include tools for webmasters to develop and load content, maintaining and supporting their building websites without need for programming assistance from the CMS vendor or District HTML programmers.  Specific CMS requirements are described in Appendix A.  

In addition to the CMS requirements which will address how the new sites are developed and maintained, the district desires assistance from design experts to develop the visual and organizational aspects of the sites.

The vision for the District’s future websites includes:

· Self-serve content management

· Use of more photos and artwork images on the sites

· Ability to easily make district-wide modifications to content across simultaneously including managing navigation and loading or removing a news story on all sites
· Web site should incorporate a mobile format suitable for smartphone and tablet devices

· Integration of RSS, video, social media and other features should be seamless across all platforms
· Additional items to be considered include secure store site, mobile app, facilities scheduling, staff directory w/search function, and a secure password access option.
The webmasters and project leads have identified websites that they like, attached in Appendix G.  

3. PROPOSAL CONTENTS & SUBMITTAL
To maintain comparability and enhance the review process, proposals should be organized in the sequence shown below and include the elements and information described in the following sections: 

1. Required Response Form (Appendix E)
2. Table of contents

3. Addenda status (if applicable)
4. Executive summary

5. Corporate Background and Experience
6. CMS Product Requirements (Appendix A)
7. Design Firm Questionnaire (Appendix B)
8. References (Appendix C)

9. Estimated Cost Forms (Appendix D)
10. Technical Questionnaire (Appendix H)

11. Attachments: SLA – Required; Other – Optional 
3.1 Proposal Letter/Certificate of Acceptance

The Vendor Letter/Certificate of Acceptance can be found in Appendix E.  All necessary information and signatures must be supplied on this page.

3.2 Table of Contents

The table of contents shall clearly identify the material by section and by page number.

3.3 Addenda Status
The Vendor must list the addenda to this RFP that it has received, indicating the addenda number and the date issued. Note: Registered Vendors will receive notice of Addenda.  Leave blank if no Addenda requested.

3.4 Executive Summary

The executive summary shall summarize the contents of the technical proposal in a way that gives readers a broad understanding of the entire proposal.

3.5 Corporate Background and Experience
Important: Firms preparing a joint proposal must each submit a separate response to this section.

1. Corporate Background

a. Date established

b. Ownership (e.g., public company, partnership, or subsidiary)

c. Corporate office location

d. Brief description of the your organizational structure such as operating departments and service areas
e. Number of technical and service staff available to support installation, training, documentation, and maintenance efforts (required for CMS vendors / Implementation partners)
f. Number of technical staff devoted to new product development and/or enhancements to current Website Content Management System products (required for CMS vendors)
g. Bank references

h. Dun & Bradstreet number (DUNS) and report, if available

i. Last Annual Report

j. Statement of Income and Retained Earnings for the last two years, as applicable

k. Statement of Changes in Financial Position for the last two years, as applicable

l. Balance Sheet for the last two years, as applicable

m. Opinions concerning financial statements from a Certified Public Accountant for the last two years, as applicable

n. Explanation of any outstanding lawsuits against the branch or department of the organization involved.
2. Corporate Experience.  Describe corporation’s experience as it relates to the requirements of this RFP.  
3. Applicable Customer Experience.  Provide estimate (quantity of installs or clients) in K-12, higher education, and total all customers

3.6 CMS Product Requirements (Appendix A)
Instructions are included in appendix and this form must be competed for proposed CMS products.  Design firms are not required to complete this form unless proposing specific CMS products or design firm proprietary software.  Multiple CMS products may be submitted. Include a completed Appendix A questionnaire for each product proposed.

3.7 Design Firm Questionnaire (Appendix B)
Instructions included in appendix.  CMS products are not required to complete this form unless proposing design and site development services.
3.8 References (Appendix C)
ALL respondents: Provide six current customer references. K-12 references are preferred with higher education as second choice and public sector as third.  Include only references that are willing to be contacted. References should include a minimum of three references based in Illinois.

Design firms should only include references that have used marketing/branding consulting services relative to website design and ideally, website re-design and deployment using a Web Content Management System.
Important: Firms preparing a joint proposal must each submit a separate set of references.

3.9 Estimated Cost Forms (Appendix D)
The Estimated Cost Excel workbook should be used by the Vendor to provide the necessary pricing data for the proposal evaluation. Vendors choosing to propose more than one alternative must use a separate cost form for each of the sections of their respective proposals differing from one another.  Complete portion of forms for CMS and Design Firm as appropriate.

3.10 Technical Questionnaire (Appendix H)
The purpose of this technical questionnaire is to obtain detailed information regarding CMS implementation and support services including configuration, content migration, security and admin setup; training plans; hosting options and technical specifications; post-implementation support, maintenance agreements and upgrade change management strategies.  
3.11 Attachments

Should any form not have sufficient space, Vendors may add attachments in the same format provided. Notwithstanding any omissions or unspecified items in this RFP, the Vendor is required to include all software and other components necessary for the successful implementation and operation, including auxiliary functions and entities. It is incumbent upon the Vendor to point out any such omissions or unspecified items and to include their costs, if any, on the appropriate cost forms. An insertion of that cost form, describing the items, must be included in the Estimated Costs Workbook and must be inserted into an appropriate position on the Cost Summary Form, (Cost Form 1.)

A sample Service Level Agreement (SLA) should be included with all CMS system proposals.
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4.1 Appendix A: Requirements

This form is provided in an Excel Workbook containing a single worksheet with a questionnaire regarding the Content Management System (CMS) requirements: CMS RFP Appendix A Requirements Naperville District 203.xlsx. This worksheet must be completed for ALL CMS products being proposed.  Design firms who are not presenting a CMS are not required to complete this form. Vendor response flash drives must include Excel version of this appendix.
Please use the columns provided in the Workbook for Vendor replies.
Included? (column F) Please describe feature or function availability within the CMS.  If the requirement is not available in the full release version of your product, you may not mark as “c,” current version. Use “f” Future release and add explanation in Vendor Comments, column “h” as needed.
c = current version

l = limited or requires customization

f = future release 

n = not included

3rd Party Integration? (column G) Please reply with one of these.  Required: include details in column H, Vendor Comments, for 3rd party integration.
CUSTOM = requires customized integration with third party

BUILT-IN = seamless integration with 3rd party product

NO or blank = no 3rd party integration required

Vendor Comments (column H).  Enter any additional comments that will be helpful for the District to interpret your response or where additional detail is requested. 
It is preferred that comments be provided in this location to aid analysis.  However, if response cannot fit in worksheet, note in this column where in the proposal the additional details can be found. 
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4.2 Appendix B: Design Firm Questionnaire
Firms seeking to provide design and image assistance in response to this RFP must complete this questionnaire.  CMS firms who will not provide these services are not required to complete this form. Attach complete answers in space below, or attach as separate word documents labeled “Appendix B: Design Firm Questionnaire” as preferred.  
	Design Firm Questionnaire

	Firm Qualifications

	List your firm’s areas of expertise and briefly describe the services you offer in these areas.  Include Graphic Design, Website Design and consulting services. Also include additional areas that you believe will be beneficial to the District.  If your firm is a reseller of CMS products or an implementation partner, include high level listing of the services your firm has qualifications to deliver. 


	Website Design and Deployment

	Description of the proposed process for website re-design and implementation of design ideas


	Project Team and Project Structure

	Provide an overview of your proposed project team structure.  Attach resumes/CV of potential consultants.



	CMS Products

	List CMS products for which your firm has experience, providing a general overview of your level of expertise and capabilities relative to these products.


	Sample Website Designs: Case Studies / White Papers

	Attach three (3) Case Study examples of website design or re-design work.  Include in the description the “before,” describing the issue or problem your firm was asked to address. What did you do to assist them? What was the end result?  What were the key contributions your team made to the effort?



4.3 Appendix C: References
ALL respondents: Provide six current customer references. K-12 references are preferred, higher education and public sector as second and third choices.  Include only references that are willing to be contacted. References should include a minimum of three based in Illinois.  Design firms should only include references that have used marketing/branding consulting services relative to website design and ideally, website re-design and deployment using a CMS tool.  Failure to include 6 references with working contact phone and email for each may result in disqualification of vendor’s proposal from consideration.
Use the following form to submit this information and include with the proposal.

	Reference 1

	District / Company name
	

	Web address
	

	Customer address
	

	Contact
	

	Contact phone #
	

	Contact email address
	

	Web CRM
	

	Services performed / provided1
	

	Customer size2
	

	Other Information:
	


	Reference 2

	District / Company name
	

	Web address
	

	Customer address
	

	Contact
	

	Contact phone #
	

	Contact email address
	

	Web CRM
	

	Services performed / provided1
	

	Customer size2
	

	Other Information:
	


1) Include brief description of services provided by responding firm for this customer

2) For Schools or Districts, include approximate student population and number of buildings. For others, use number of employees
	Reference 3

	District / Company name
	

	Web address
	

	Customer address
	

	Contact
	

	Contact phone #
	

	Contact email address
	

	Web CRM
	

	Services performed / provided1
	

	Customer size2
	

	Other Information:
	


	Reference 4

	District / Company name
	

	Web address
	

	Customer address
	

	Contact
	

	Contact phone #
	

	Contact email address
	

	Web CRM
	

	Services performed / provided1
	

	Customer size2
	

	Other Information:
	


1) Include brief description of services provided by responding firm for this customer

2) For Schools or Districts, include approximate student population and number of buildings.  For others, use number of employees.
	Reference 5

	District / Company name
	

	Web address
	

	Customer address
	

	Contact
	

	Contact phone #
	

	Contact email address
	

	Web CRM
	

	Services performed / provided1
	

	Customer size2
	

	Other Information:
	


	Reference 6

	District / Company name
	

	Web address
	

	Customer address
	

	Contact
	

	Contact phone #
	

	Contact email address
	

	Web CRM
	

	Services performed / provided1
	

	Customer size2
	

	Other Information:
	


1) Include brief description of services provided by responding firm for this customer

2) For Schools or Districts, include approximate student population and number of buildings.  For others, use number of employees.
4.4 Appendix D: Cost Forms

The Cost Form Summary must be completed by all respondents, and individual tabs are to be completed as appropriate for the respondent’s offerings.  Refer to the first tab of the CMS RFP Appendix D Cost Forms Naperville 203.xlsx workbook for specific instructions.  
The Vendor’s response must contain all prices as defined on these worksheets and must be returned in an Excel workbook with the product name included in the File Name.  Separate tabs are provided for services and product
Proposals must include notice of substantial upgrades or software redesigns on the horizon that would be launched within 24 months and the potential costs to upgrade, allowing the District to easily transition with minimal disruption and cost

Additional worksheets may be added to the Cost Forms and should be included as needed to provide complete detail of pricing components.  Cell values in the cost forms may reference vendor detailed worksheets and must tie to vendor details. 
Cost forms must be submitted in an MS Excel workbook
Cost forms should be completed as follows:

	Form
	CMS Vendors or re-sellers /

Implementation Partners
	Design Firms

	Total Cost Summary* (Cost Form 1)
	x
	x

	Design & Image Consulting Services (Cost Form 2)
	
	x

	Hosting (Cost Form 3)
	x
	

	Installation Services (Cost Form 4)
	x
	

	Training Services (Cost form 5)
	x
	

	Additional / 3rd Party Licenses & Installation (Cost Form 6)

	x
	

	Hardware (Cost form 7)
	x
	

	Vendor Consultant Hourly Rates (Cost Form 8)
	
	x


*The Total Cost Summary is included as an aggregate of all detailed cost sheets.  This sheet may NOT be replaced and must be completed by all respondents.  Entries must reference either District supplied worksheets (built into template) or vendor inserted worksheets that replace the District supplied worksheets.  Vendor is responsible for changing cell references if vendor supplies alternate worksheets and formatting of cost details. The Vendor must specify the total cost of the total solution on this form.
REQUIRED RESPONSE FORM

Vendor Letter / Certificate of Acceptance

4.5 Appendix E: Response Form
TITLE: District 203Website Content Management RFP

DATE: ____________
This proposal must be submitted to Naperville District 203 Website RFP, c/o Susan E. Rice, 203 W. Hillside, Naperville, IL 60540, before 12:00 p.m. CST on 2/14/2013 and plainly marked Naperville District 203 Website RFP. Proposals received after 12:00 p.m. CST on 2/14/2013 will not be considered. Questions should be emailed to: 203Website@beairdgroup.com.
Anti-collusion Statement/Public Domain

The undersigned Vendor has not divulged, discussed, or compared the proposal with other Vendors and has not colluded with any other Vendor or parties to the proposal. The Vendor acknowledges that all information contained herein is part of the public domain.

Proposal Certification

I hereby certify that I am submitting the following information as my company’s proposal. I understand that by virtue

of executing and returning with the proposal this required response form, I further certify full, complete, and unconditional acceptance of the contents of this Request for Proposal (RFP). I also agree to be bound by any and all specifications, terms, and conditions contained in the Request for Proposal as amended. I hereby certify that:  (i) the Vendor is not barred from bidding as a result of a violation of either the bid-rigging or bid-rotating provisions of Article 33E of the Criminal Code of 1961, as amended; (ii) pursuant to Section 3 of the Illinois Drug-Free Workplace Act (Public Act 86-1459), the Vendor, if it has 25 or more employees, shall provide a drug-free workplace for all employees engaged in the performance of work under the contract by complying with the requirements of the Illinois Drug-Free Workplace Act and is not ineligible for award of this contract by reason of debarment for a violation of the Illinois Drug-Free Workplace Act; (iii) all persons employed by the Vendor, and all applicants for such employment, will not be discriminated against because of their race, creed, color, sex, handicap or national origin, and Vendor shall comply with the Equal Opportunity Clause as required by the Illinois Human Rights Act (775 ILCS 5/2-105) and all rules and regulations of the Illinois Department of Human rights, Illinois Human Rights Commission and Equal Employment Opportunity Commission; and (iv) the Vendor shall at all times observe and comply with all federal, state, and local laws, ordinances, regulations, and codes, including, but not limited to, the Illinois Criminal Code’s restriction on the presence of child sex offenders on school property and the Illinois School Code’s restriction on tobacco use on school property, as well as the policies of the Boards of Education. I understand that the above and the following are requirements of this Request for Proposal and that failure to comply with these requirements will result in the disqualification of this proposal.

One complete original hard copy of the proposal, including this Required Response Form, any necessary addenda, plus 2 additional hardcopies, and 2 flash drives each containing the complete RFP proposal in PDF (one file, all sections, appendices printed to a single PDF document.)  Flash Drive should also include Excel workbooks with all vendor responses to those appendices.   Submission must be executed and returned before 12:00 p.m. CST on 2/14/2013 to District 203 in accordance with the submittal requirements. The proposal must contain all information required by and described in the RFP.

[image: image6.png]



VENDOR







DUNS
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FULL STREET ADDRESS
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CONTACT NAME



PHONE


FAX


EMAIL
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Authorized Representative / Title (Printed)



Signature* / Date

* An original manual signature is required.
4.5 Appendix E:
4.6 Appendix F: Registration Form
To register, complete the following and insert or attach to and email your intent to register to 203Website@beairdgroup.com.  
Vendors who are registered with District 203 for this RFP will be notified by email of any changes in the specifications contained in this RFP by addendum. If any addenda are issued to this RFP, a good faith attempt will be made to deliver a copy of same to those persons or firms who, according to the records of the District 203, have previously received a copy of and are registered with the District for this RFP. 
Vendors may submit questions at any time during the Response Period.  All questions should be submitted to 203Website@beairdgroup.com.   Though vendors will not be identified to one another, all questions and answers will be shared with all registered vendors.  Responses will be issued at least weekly during this time.  Questions deemed to be critical will be answered within 24 hours.
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COMPANY NAME
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FULL STREET ADDRESS
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CONTACT NAME



PHONE


FAX


EMAIL


PROPOSED PRODUCT or SERVICE

Check all that apply:
· Design Firm
· CMS / Authorized re-seller

· Implementation Partner
4.7 Appendix G: Websites We Like
	URL
	What do we like about this?

	http://board.ipsd.org/Pages/Meetings.aspx
	Like being able to view video of board meetings or even viewing live.

	http://calendar.nasa.gov/calendar/
	When you click on calendar event, details on even show up on same page instead of new tab as an overlay.

	http://downtownseattle.com/
	Like the scrolling pictures on Home page

	http://money.cnn.com/
	Drop down from top navigation displays 1/4 page of information. Similar to glenelg but not as much.

	http://north.csd99.org/ 
	More professional looking than ours.

	http://south.hinsdale86.org/pages/default.aspx
	Love calendar access on front page. Also like top navigation that changes the left nav. As you scroll over it.

	http://www.barrington220.org/Domain/801
	Like the layout of the main page, like translation and school pick on top.

	http://www.bu.edu/tech/times/
	Top nav shows all section content when rolled over.

	http://www.d125.org/
	I like the uncluttered-ness.  It looks cleaner, more professional

	http://www.district65.net/
	this calendar you don't even need to click on to see event details, just mouse over. Prefer this.  Also like the highlight of Today's Events. Also like the Headers in the top navigation drop down lists.

	http://www.evergreenpark.org/
	Like the tabs on top and the links on the left side.

	http://www.fenwickfriars.com
	I like the calendar features - how the calendar has the event categories color coded, how you can hover over an event and more info pops up, how you can change to month, week and day view;
nice layout, icons for directory and calendar placement

	http://www.glenelg.org
	Aesthetically appealing/ clear and easy navigation; Fills up whole screen & vibrate colors. Like how it opens when you scroll over top and left navigation. Beautiful photo images. Very expensive look. When top nav is rolled over, full content and navigation for that specific subject matter shows.

	http://www.greenschoolsonline.co.uk/Examples/
	This is a site developer site. Many clean, fresh looks. Nice elementary graphics/visuals on sites they've constructed. Very fresh/clean looking designs

	http://www.gustavus.edu
	Top nav has lots of info on rollover, including calendar events. Two levels of tab navigation on home page - top row, then 3 types of news items: featured, athletic and arts.

	http://www.hinsdale86.org/pages/default.aspx
	Calendar and events clear/ nice design
Like the pictures for the top tabs, like the side calendar, like the rolling pictures

	http://www.jjc.edu
	Joliet Junior College. Centered format. Nice use of pictures on front page. Our pages are all text intensive

	http://www.ksd140.org/
	Easy on the eyes….. Like the layout…not crazy about the content.

	http://www.nationalgeographic.com/
	similar to above

	http://www.newtrier.k12.il.US
	Love "today’s events". Like picture display and uncluttered Frontpage.  Like drill down boxes near top right that are gauged toward Parents, Students, Community, Alumni

	http://www.psd202.org/
	Like the layout.  Easy to follow. Like the white boxes in the middle that makes important things stick out.

	http://www.saintandrews.net
	fills up whole screen & vibrate colors. Slides show on front page.

	http://www.sgs170.org/
	Like the left and right navigation

	http://www.taftschool.org/
	I like the box on the right with the 3 tabs and the fact that you can scroll down the contents of the box

	http://www.u-46.org/bhs/index2.html
	Like the upcoming events section

	http://www.wansteadhigh.co.uk/
	Noticeboard


4.8 Appendix H: Technical Proposal
4.8.1. OVERVIEW
The purpose of this technical questionnaire, a supplement to the CMS RFP issued by Naperville District 203 July, 2012, is to obtain detailed information regarding CMS implementation and support services including configuration, content migration, security and admin setup; training plans; hosting options and technical specifications; post-implementation support, maintenance agreements and upgrade change management strategies.  
Responses to this Technical Questionnaire will be included with the scoring from the Vendor Presentations/Use Cases to determine the two vendors who will be included for the Proof of Concept, the final stage of the evaluation.
4.8.2. TECHNICAL PROPOSAL RESPONSE FORMAT AND CONTENTS

4.8.2.1 Table of Contents

The table of contents shall clearly identify the material by section and by page number.

4.8.2.2 Technical Proposal Format

The technical proposal shall be organized into the following sections:

· Project Approach

· Project Organization and Staffing

· Implementation Services
· Training Plan

· Support & Maintenance

· Proposed Computing Environment

· Documentation

· Risk management and quality assurance plans detailing anticipated problem areas and assumptions

· Product Strategy

· Product Stability

· Required Co-Requisite Products

· Licensing Approach

· Additional Costs

· Other Product Costs
4.8.2.3 Proposal Submission

Responses will be due at the start of your scheduled Technical Review the week of September 24th.  Please provide 10 printed copies of your response, or send a pdf of your response to dfulner@naperville203.org no later than 3 days (72 hours) prior to your presentation.
The Technical Requirements section of Appendix A, previously submitted, will also be taken into consideration.  

You will meet with the District Technology and the Project Leaders for a two-hour working session to discuss your technical proposal.  Overhead, projector and access to wireless (unsecured) will be provided.
4.8.3. Project Approach

Please include a high level project plan for Website re-Design and the CMS tool Implementation.  Assume that a vendor will be selected and that the contracts will be completed by January 2013.  The District is looking for Vendor insights and recommendations regarding these plans.
4.8.4. Project Organization and Staffing

4.8.4.1 Management and Organization

In this section, describe the management approach and organizational structure of your project team as well as list the personnel it plans to assign to that team.  Include:

Implementation Project Manager

The Vendor/Implementation Partner is expected to assign a Project Manager who is acceptable to the Naperville District 203 team.  The Project Manager’s responsibilities for the implementation of the selected solution shall include but are not restricted to:

· Creating detailed work and project plans for each phase of the installation and the acceptance (testing and verification) process based on PMI standards. The plan will include key milestones, resources, accountability, tasks, issues and risk analysis and mitigation strategies.

· Interfacing with Naperville District 203 District and IT department staff assigned to this project to complete the implementation of the Content Management System
· Submitting, in writing, any change orders related to any aspect of the installation and any pricing implications of those changes

· Conducting status meetings as deemed necessary by the District.
· Issuing status reports.  In collaboration with the Vendor, the District will determine and / or approve an appropriate schedule of reports.

· Naperville District 203’s Project Manager or assigned designee shall be responsible for coordinating all of the Vendor/Implementation Partner's activities and the approval process for change orders.

4.8.4.2 Staffing

This section should include the résumés of such project manager described above in addition to other managers, key professional personnel, and technical team leaders.  Those résumés shall list the individuals’ experience, including managing projects of a similar scale, implementing systems of a similar scale, and operating within District and local government and education environments.
4.8.5. Implementation Services

Describe the recommended or required procedures and steps to be taken to ensure a successful installation of the proposed CMS.  Offer plans for hosted and District-hosted options.  Include:
4.8.5.1 Implementation Planning

The objectives of the planning phase are to review and refine the vendor’s Project Plan and implementation schedule.

4.8.5.2 Implementation Activities Detail

What activities do you perform that ensure for successful transition to your CMS product?
4.8.5.3 Testing and Acceptance Plans

Describe the approach to system/application testing of the CMS software.  Include User Acceptance Testing.  

· Acceptance testing refers to testing conducted by Naperville District 203 to verify the proper operation of the Content Management System.   The Vendor/Implementation Partner must answer questions raised by District observers and users, and must correct any deficiencies identified during the application software acceptance-testing period.

· The Content Management System application performance is consistent with proposed and published specifications for the application module.
· All of the features and capabilities of the Content Management System meet the specifications in this Technical Proposal and the System Requirements [Submitted with the Response to the District’s July 2012 RFP, Appendix A.]

· If the acceptance tests reveal problems related to performance, the Vendor/ Implementation Partner must work cooperatively with the District and with other District service providers, to isolate and eliminate those problems.

4.8.5.4 Go Live & Go Live Support

Describe your approach and offerings for ensuring smooth transition to using the proposed CMS. 

4.8.5.5 Customer technical support programs

Include in Section 5.5 or as an appendix, the technical support programs available during implementation, and post go-live.
4.8.6. Training Plan

Since training is critical to the successful implementation of the Content Management System, the District will require the Vendor/Implementation Partner to be responsible for the technical and end-user training for all Naperville District 203 staff involved with the CMS.

4.8.6.1 Training Strategy

· Class descriptions (including life of the unit), training objectives and recommendations regarding amount and timing needed for different user types (Webmasters, District Technology, and others.)

· Alternative training methods such as web-based or other multimedia based training and train-the-trainer model.
· Description of all training materials provided by the Vendor which can be reproduced and used as needed by the District.

4.8.6.2 Training District Webmasters

· The vendor should provide information on the training staff via a “train the trainer” approach with training classes targeted to approximately 20 participants.

· Following this training, the Vendor must provide the District trainers with supplementary training materials—brochures, audiovisual aids, and desktop materials that describe features of the Content Management System and its operational procedures in a production environment.  It also shall explain how to use those procedures and features, and how to report problems.
· Describe supplemental documentation available for responding to application service problems, setting up conference calls, and dealing with other issues.  The Vendor must distribute training and supplemental materials to district coordinators in sufficient quantities to supply all trainees.

4.8.6.3 Training Schedules

· Training schedules shall be mutually agreed upon, within the constraints of the normal school calendar during the school year and within the constraints of building and staff availability during summer recess.  All training (Just In Time model) shall be scheduled in close proximity to the user’s access to the new Content Management System.

4.8.7. Support & Maintenance

4.8.7.1 Support

· Describe the on-going support available on a 24-hour/7-day basis to both technical staff and end-users including hot line or toll free numbers, day and time availability, and any restrictions.  
· Please outline your complete product support program. What is included in the annual maintenance fees? 

· Provide an overview of your problem resolution program, including telephone support, problem escalation in case of a software emergency, etc.  Describe the QA process for the vendor‘s CMS, including how incidents, bugs, and other issues are escalated and resolved.

· Describe how information releases, such as technical updates or informational releases for users are distributed or made available to clients.
· Describe the consulting services offered for typical types of work.
· Describe support staff – location, accessibility, number of staff per customer, etc. Identify the amount of staffing and the funds as a percent of revenue that are devoted by the vendor to customer support.

· Describe the extent and nature of any vendor-sponsored or sanctioned user communities or user-generated resources and how they are accessed, maintained, and disseminated.

· List and describe support modes and venues (i.e., phone, web, email, etc.) and describe order in which customers are routed to them.

· US-based support resources staffed with fluent English speakers will be scored higher than alternatives.  Explain the location and English language and technical proficiency of your support staff responsible for responding to incidents generated at the District.
4.8.7.2 Maintenance

· Describe your product upgrade and enhancement program (frequency, description of major/minor releases, and typical cycle.
· Provide a complete and detailed description of the Vendor’s quality assurance testing process and procedures for new software releases (both major and minor) and the system or systems configurations that are used as the testing hardware platforms.

· How long has the Vendor supported old versions of the CMS?  How many versions back (major and minor)
4.8.8. Proposed Computing Environment

The Vendor should present, in detail, the recommended hardware and operating system environment to run the proposed Content Management System software.  This section must contain vendor’s supported, as well as recommended hardware platforms, operating system (OS), database management systems (DBMS), and related information.  In addition to the production environment, the vendor must include required or recommended configuration(s) necessary to support development, testing, and training environments.  If the vendor requires additional equipment and/or software to establish separate environments for development, testing, production, or training, this must be included in the vendor‘s discussion of recommended hardware and OS configurations.  The vendor will specify the basic equipment configuration as required by the proposed operational models.  Any features that are not immediately available upon installation must be clearly identified.  
4.8.8.1 Security

· Describe the CMS‘s authorization system. 

· Describe in detail how the CMS integrates with external authentication (e.g., LDAP), and authorization services. Describe any web single sign-on techniques the CMS supports.

· Describe how user accounts will be created and managed when using an external authentication system.
· Describe the CMS‘s encryption methods and/or its ability to interface with encryption software during communication between client stations, application servers, and database servers.

· Does the CMS run using a firewall on the server-side?  If so, list the firewall products that are used and how they fit into the overall architecture.

· Does your security allow different permissions by role?
· Does the vendor issue security alerts for the CMS?

· How does security apply in different functions within the CMS?
4.8.8.2 System Administration

· Describe the ongoing operational and administrative support of the CMS once the conversion is complete that District personnel must provide.
· Describe how security is administered.

· Describe the tools and processes required for backup and recovery of the entire CMS and related components.

· Describe the processes and limitations of offline data archiving. 
4.8.8.3 Conversion Services

Describe the steps, tools, effort, and costs required to load content and users from the existing CMS to the proposed CMS.  Describe any limitations to this conversion that exist.  

4.8.8.4 Reporting

Describe standard reports available with your system.
4.8.8.5 Hosted Services

Describe the options for vendor-hosted and District-hosted services.   Describe the system functions the District must perform versus the system functions that you the Vendor will perform.  In addition, provide information of the actual hosting facility(s), including:

· How customer data and content is segregated from their other customers.

· Address the individual security requirements for their hosted service environment.

4.8.8.6 Support Services

Tech support, help desk, and other support feature options for administrators.

4.8.9. Documentation

Please describe the user and technical documentation that is available for the CMS.
4.8.10. Risk Management and Quality Assurance Plans 

In this section, the Vendor must describe any problem areas in the project that it foresees or any unusual risks in its proposal.  Here the Vendor also must explain any assumptions it has made in preparing its proposal about the project or the District’s intentions along with risk mitigation strategies associated with each defined risk.

4.8.11. Product Strategy

Include planned functional and / or technical enhancements, new device support plans, etc.  Discuss how future product improvements are planned, prioritized, and communicated to clients.  

Include overview of options for purchasing customized product improvements if desired.  Also include description of add-on CMS tools or modules for additional functionality not included with proposed package. District example:  Adding email obfuscation to current District sites was customized in legacy product.
4.8.12. Product Stability

Likelihood of planned technical changes to the product (e.g., rewriting the product to add state of art functionality, etc.)
4.8.13. Required Co-Requisite Products 

List all other products that must be purchased to fully implement the Learning Management System to the requirements.  This should include DBMS products or upgrades, training software, etc. This list should include a line item for each licensable product component and be included on Cost Forms.  Please list any licenses that are optional, but are normally installed by customers to utilize the product most effectively.
4.8.14. Licensing Approach

Please provide licensing costs for additional users after the initial purchase.

4.8.15. Differentiators 
Use this section to describe what differentiates your product from the competition.
PROPOSAL(S) DUE DATE February 14, 2013
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