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Introduction
IABA is looking for a web development firm that can take our web site to the next level of integration and modernization.

We are seeking a well-designed, professional looking website that allows us to do the majority of editing in-house. 
We require integration of our membership database, registration databases and mentoring database.  All of these databases should be auto-updated and information should be available in real-time.

We are a growing organization and are seeking a website that can grow with us.

Our website should serve four main functions:  

Information about IABA – who we are, what we do, sponsorship information, etc.

Mentoring program information and registration

Event information and registration – Annual meeting, E-Career Fair, etc.

Membership section – members’ only access, new and renewal registration

Secondary functions include:

Scholarship application


Mentoring technical solutions – as our mentoring program grows, there is an 


increasing need for automation – message boards, webinars, etc.


Affiliate information – dedicated pages for each of our city affiliates that provides 

contact information, event information, etc.


Job postings – the job posting section requires us to track when jobs are posted


 and who has posted the positions – this allows us to keep track of 



sponsorship benefits.
Background of IABA
IABA is a nonprofit organization and foundation.  Its members include actuarial fellows, associates and students from the United States, Canada, Caribbean and African nations.  IABA provides financial assistance, mentoring, scholarships, role models and international networking opportunities to students.  For industry executives and actuarial professionals, IABA provides sponsorship opportunities, networking opportunities and continuing education development.
IABA’s mission is to contribute to an increase in the number of black actuaries and to influence the successful career development, civic growth and achievement of black actuaries.

IABA’s vision is to be the world’s leading actuarial organization dedicated to influencing diversity by developing and recognizing the achievement of black actuaries.

Key contacts:

Kate Weaver, Executive Director



860.219.9534

iaba_ed@blackactuaries.org



Dodzi Attimu, Technology Committee Leader



202.615.1394
 
dkattimu@gmail.com
Current State of IABA Web Presence
The IABA website (www.blackactuaries.org) is comprised of the following sections: 

a. General Information
i. Contains general information about IABA
ii. Approximately 8 total pages.

b. Being an Actuary
i. Contains information about studying to be an actuary and also contains our mentoring program registration and scholarship pages.
ii. Approximately 6 total pages.
c. News & Notes

i. Contains general updates and news

ii. Approximately 1 total page.

d. Meetings

i. Contains information about our annual meeting, other upcoming meetings and a calendar of events.

ii. Approximately 6 total pages.

e. Membership

i. Contains registration form for new and renewing members, contains members only section, information on dues, etc.

ii. Approximately 7 total pages.

f. IABA Foundation

i. Contains information about the IABA foundation officers.

ii. Approximately 1 total page.

g. Job Postings

i. Contains job postings and registration to upload a new job.

ii. Approximately 2 total pages.

h. City Affiliates

i. Contains links to geographical listings of our city affiliates with contact information

ii. Approximately 5 total pages.

i. FAQs

i. Contains general FAQ’s

The current layout/structure of the website makes it difficult to find important information that is often requested of our users (scholarship application, mentee request form, contact information).  Many of the sections of our website are currently given more prominence than they need.  We would like to give the structure of the website an overhaul.  A streamlined menu may include:

Home

About us 

Membership 

Careers 

News & Events

Mentoring 

Sponsorship

Scholarship

Affiliates 

The main target audiences for the site are as follows:


Mentees – Seeking information on our mentoring program, registration for 

program, scholarship information, upcoming events, etc.

Members – Seeking information on dues, renewal/new member registrations, 
members only section, upcoming events, etc.

Registrants – Throughout the year, we have several events that individuals go to 
our website to register for (annual meeting, E-Career Fair, etc.)  These individuals 
will be looking for registration forms that allow them to pay via credit card.

Information seekers – These individuals are looking to learn more about 
actuarial careers, sponsorship of IABA, general information about IABA.
Project Objectives and Scope
1.  Website itself - update design and edit-ability
As discussed in the “current state” section, our website is in need of an organizational overhaul.  Our ultimate goal is to make the site more inviting, more usable and more informative.  
We have a large amount of statistical data related to our website that we expect will be taken into account in our website redesign.

2.  Membership System
The membership system would include new member registration, renewal registration and membership information update.  Individuals would be able to process their registration online and pay their dues via credit card.  

Ideally, we would like to offer members the opportunity to pay their membership in full, or choose payment options that would result in recurring monthly or quarterly credit card charges.  Note:  we are an international association, so our system will have to accept international phone numbers and postal codes.
The membership system would keep track of renewal dates and would automatically alert members when their memberships were close to lapsing.
Membership information should be available on-demand, allowing users to query the membership database via a user-friendly interface and to view/download the latest membership information, with the click of a button. 
Membership information would integrate with other areas of the website.  For example, when users were registering for the annual meeting, the system would recognize which users are eligible for the “member” rate.  The system would also allow users to register as new members, if desired, through the annual meeting application.

Finally the website contains a “members only” section that contains password-protected documents and information.  

The membership system may require password retrieval functionality.

3.  Registration System

The main use for our registration system will be for our annual meeting.  The registration form should allow users to register for the entire meeting, or just parts of the meeting.  The registration system should also link to our membership database, so that discounted pricing can be applied.  As mentioned before, the system should also allow users to register as new members, or renew membership, while they are registering for the annual meeting. Donations can be made during the registration process towards subsidies for students. These should be treated separately in the generated e-receipt for tax deductibility purposes.
As with the membership database, users should also be able to query the registration database for information such as registrants’ status: members/non-members and Credentialed (ASA, CERA, FSA, ACAS, FCAS)/students.

In addition, the registration system should be able to provide options based on the status of registrants during the registration process.

Finally, we would also want credit card processing for the IABA foundation page for donations. 

Note:  We are an international association, so our system will have to accept international phone numbers and postal codes. We also require security especially of credit card and other personal information on the website. 
4.  Communication System

We communicate with our members and other people in our database often.  We currently use a system that allows us to send e-blasts to various groups.  We would like this system to integrate with our membership database, mentoring database, annual meeting registration database, general contact database, etc.  We do not want a system that requires us to manually update databases.  We would like it to pull directly from real-time databases on our website.
5.  Editability

Our current site allows us to edit content on the majority of the pages.  This is important to us for two reasons:  1. We update content on our site on a weekly basis; 2. We have the technical know-how and manpower to do the majority of the editing work that is needed.  Our current website can be editing online, through proprietary software.

We expect our new site to be easily edited through some type of content management software.  Obviously, this function will need to be set up so that we do not risk destroying the integrity of the coding or programming.  

6.  Tech Support

The site host will provide technical support on an as-needed basis for major issues that IABA cannot handle on our own.

7.  Hosting & Backup

The new site host will be responsible for ensuring that the site stays up and running during the transfer process.  

Note: the entire site will be the property of IABA, which reserves the right, and requires the ability, to quickly move the site again to another host at any time, for any reason, without compromising the site’s reliability or incurring unreasonable, unnecessary or avoidable costs.

The host will be responsible for providing backup of the IABA website and all of the content related to the site.

8.  Email System (Webmail)

IABA requires an email system that hosts approximately 40 email addresses.  We are looking for recommendations on webmail systems that will allow users to check their email (and respond to emails) via the internet.  This system should be user-friendly and should not behave all that differently from mainstream email systems.  
We would welcome suggestions for installing/improving spam filters as well.

Evaluation Process and Selection Criteria
· Completeness of the proposal
· Vendor capability to do the job

· Budget/price

· Vendor experience

· Client references

· Likelihood of having a satisfactory working relationship with vendor

· Financial stability

Timetable
Request for Proposal

12/1/2009
First Proposals Due

1/15/2010
Selection Notification

2/1/2010
Develop Site Upgrades
2/1/2010 – 3/31/2010
Submission Instructions
1. Executive summary containing a brief description of the project development approach and costs.

2. Vendor Information

a. Qualifications (including all related competencies)

b. History of the company (founding, owners, mergers, backing)

c. Previous clients, their contact information, and relevant URLs

d. Proposed project team and biographies

3. Project Information

a. Recommendations (general description of site design and marketing strategies)

b. Schedule for completion (stages and milestones)

c. Copy and art requirements and deadlines

d. Quality control measures and testing

e. Itemized costs and payment schedules, terms and conditions

4. Other Information
a. Maintenance

b. Statistics

c. Other ideas

Email electronic copy or mail printed copy to:

Kate Weaver, Executive Director
IABA

33 Mechanic Street, Unit 206

Windsor, CT  06095

iaba_ed@blackactuaries.org

Questions
Kate Weaver, Executive Director
860.219.9534

iaba_ed@blackactuaries.org
Dodzi Attimu, Technology Committee Leader     202.615.1394
 dkattimu@gmail.com
It is assumed your proposal will be submitted at no cost to IABA.  If this is not the case, please notify us in writing before any work has begun.

Thank you for your interest!
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