St Luke’s Episcopal Church – Request for Proposal
March 1, 2012

St. Luke’s Episcopal Church
REQUEST FOR PROPOSAL

1. Description, Purpose and Objectives of Website
a. The current website for St. Luke’s Episcopal Church, based on a WordPress theme, is in need of redesign to improve functionality.
b. The project contemplated will solve the following current problems:
i. Improve editing capabilities
ii. Establish a more reliable web host
iii. Provide a better mechanism for both internal and external communication
c. The site is to be designed to rely on a database to display information.

2. Budget
a. Website design and development budget not to exceed $2,500.
b. Design work can commence immediately upon execution of contract for work.

3. Terms and Conditions
a. St. Luke’s Episcopal Church will own, have full access to and have the right to customize site code.
b. Terms for proposal:
i. [bookmark: _GoBack]Project timeline is outlined in paragraph #11 below, all work to be completed no later than April 30, 2013
ii. Proposals should be delivered to Tracy Morgan, St. Luke’s Episcopal Church. Copies should be received by October 31, 2012.
iii. Please provide three (3) copies of any proposals submitted.
iv. All proposals must include a statement of authorization to bid signed by a principal of the responding company.
v. All proposals must use the proposal format outlined in this RFP.
vi. Parties submitting separate proposals may not discuss pricing information or they will be ineligible to bid on the project.
vii. Bidder status: bidder must disclose any relevant conflicts of interest and/or pending lawsuits.

4. Background of St. Luke’s Episcopal Church
a. St Luke’s Episcopal Church is a member church of the Episcopal Diocese of Spokane and was founded in 1861 with a continuing worship presence in its present location since 1890.  
b. Current organizational membership is approximately 410 and 5 full and part time staff.


5. Audience
a. The primary website audience will be the membership and area visitors.
b. It is anticipated that the entire website will be accessible to membership with visitors accessing certain public portions of the website.
	Stakeholders/Audience
	Group Descriptions
	Site Features

	Staff
	Professional team
	Require access to all site sections and training to edit site information

	Communications
	Committee made up of staff and members
	Require access to all site sections and training to edit site information

	Vestry
	Organizational leadership
	Require access to public and non-public information

	Task Forces/Committees
	Working groups in the organization
	Require access to public and non-public information and ability to upload internal blog posting

	Membership
	All members of the congregation in directory
	Require access to public and non-public information

	Visitors
	All others
	Access to public sections of site only



c. Portions of the website will be accessed only by log-in.

6. Tools and Functionalities
a. Essential Components: 
i. Weblog(s), calendar share, internal email, eCommerce, flash, audio/video player, twitter, RSS, Facebook links
b. Non-essential Components:
i. Website guest book, hit counter, broken link check

7. Reporting Needs
a. Database information to be accessed by the website

8. Site specifications
a. Overview of website requirements:
i. Our new website will enable visitors and members to find up-to-date information about St. Luke’s and provide membership with internal communication tools and resources.
b. Search Engine Optimization
i. The website should be accessible to search engine spiders and be coded with good on-page search engine optimization.  The designer should also propose methodology for line building required to make the site reasonably prominent in the target market.
c. List of Pages
i. Home Page – general information and log-in for member secure pages
ii. Committees
iii. Clergy & Staff
iv. Prayer & Worship
v. Children & Youth
vi. Ministries
vii. Events
viii. {secure} Parish Directory
ix. {secure} Committee Reports
x. {securte} Calendar
xi. Directions & Contact
d. Style and Layout
i. Overall style to incorporate parish design esthetic.
ii. Navigation – a common navigation bar should be included on all pages.  The navigation bar will include links to the page list entries.
e. Additional requirements
i. Developer must certify section 508 compliance.
ii. All site code should validate to W3C specifications.

9. Available Technology Resources/Integration Issues
a. Developer should use existing content as a basis for new design in consultation with St. Luke’s Communications Team.
b. Current membership database will be updated and integrated into the website.
c. Intuit eCommerce solutions may be integrated into the site.

10. Staff Resources
a. Point of Contact/Project Manager is Jane Feerer
b. The Communications Committee will review proposals and design submissions, working directly with the developer.

11. Proposed Timeline
a. February 1 – 29, 2012 – Develop RFP Process
b. September 28, 2012 – RFP Release Date
c. October 12, 2012 – Submission of questions on RFP
d. October 17, 2012 – Notification of Intention to bid
e. October 21, 2012 – Answers to questions emailed to all bidders
f. October 31, 2012 – Proposals Due
g. November 16, 2012 – Finalist interviews
h. November 19, 2012 – Proposal Award Date
i. December 3 – 7, 2012 – Initial Meetings
j. January 31, 2013 – Quarantine begins (no new concepts/functionality added)
k. March 29, 2013 – Beta site
l. April 30, 2013 – Proposed site launch

12. Format for Proposals
a. Executive Summary
b. Technical Section
i. Web Development Process: explain the process you will follow to build the Web site, including major milestones and evaluation
ii. Address usability standards and testing
iii. Address any important technology information and specifications used in your solution (languages, platform, etc.)
c. Management Section
i. Organizational structure: communication process; including lines of reporting and any special tools used.
ii. Schedule of deliverables; include major milestones and testing proposals.
d. Budget Section
i. Breakdown cost by production hours, tools and functionalities (see section #6)
ii. Maintenance and support: identify any costs that should be assumed as part of the site and ongoing costs for maintenance and support we need in the future.
iii. License fees: identify the costs we will need to pay to develop or host the site.
iv. Training and style guide: identify the costs to train our staff to use site tools and provide a style guide.
v. Other charge areas: please identify whether there will be other expenses, consulting fees, future work, etc. to complete this project.
e. Attachments
i. Qualifications and experience: relevant case histories with information on accessing online demos or examples.
ii. Biographies of all who will work on the account.
iii. Professional references.
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