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[bookmark: _Toc462408255]Purpose of Solicitation 
The Washington state Department of Agriculture, hereafter called "WSDA," is initiating this Request for Information (RFI) solicitation for firms interested in providing a team of professionals to design and develop a new official website that focuses externally on website visitors (public, customers, stakeholders, etc.) and internally on website administrators.  
WSDA is seeking a website design and development firm that can lead WSDA through the entire Website Development Life Cycle (WDLC).  Project activities include installation and configuration of a new Content Management System (CMS), as well as website re-branding, re-design, content development, content conversion, training, testing and implementation.   After the re-designed website is implemented, the Vendor will provide a “knowledge transfer” and WSDA will host and support the completed product.
WSDA is seeking a firm with the knowledge, skills, and experience to transform and organize the legacy website, and associated content, to more efficiently and effectively meet the needs of WSDA clients and website visitors.  A majority of the re-designed website content will be migrated from the legacy website; however, several WSDA business groups will require new and/or revised content to meet their current business needs.   
The content and navigation of the re-designed website will focus on the needs of WSDA clients, and support of the WSDA mission and strategic plan thus becoming the resource of choice for WSDA clients, stakeholders, and staff when seeking services, resources, and information.
The WSDA seeks to acquire information (and business best practices) from Vendors that are capable of re-designing the WSDA website and meet the needs as outlined in this Request For Information (RFI). Through the Request for Proposal (RFP) process, which will follow the RFI, WSDA will contract with a vendor to implement their proposed re-designed website solution. 

This RFI is the first step in the process of securing a Vendor that can meet the WSDA’s project requirements.  It should be noted that WSDA is looking to the vendor for not only providing a re-designed website solution to meet WSDA requirements, but to also identify and address any issues/features they can provide that may have been overlooked in this RFI, or will further enhance the website re-design process at WSDA. 
Any suggestions, design ideas, or possible efficiency gains regarding the website re-design that the WSDA could benefit from should be addressed in your response to this RFI.

WSDA anticipates submitting a Request for Proposal (RFP) for the website re-design shortly after the evaluation of the RFI. 

[bookmark: _Toc462408256]Background 
1.2.1. Business Needs
The legacy WSDA website (agr.wa.gov) currently utilizes HTML, CSS, Microsoft SQL, some .NET applications, and some Javascript to provide the basis of the website. The website is currently hosted by WaTech but is being transferred to WSDA to be hosted in their datacenter located in the Natural Resource Building (NRB). Technical support and maintenance on the website is provided by the Webmaster at WSDA.
Transitioning to a modern content management system (CMS) provides an opportunity to re-design the WSDA public website with a focus on meeting the needs of WSDA clients, stakeholders, and staff. The re-designed website must provide improved navigation and a consistent look and feel for all WSDA Administrations, Divisions, Offices, and business group web pages. Internally, the re-designed website will offer simpler content management capabilities, improved user management and administration, and the ability to integrate mobile and social media into the website solution.
1.2.2. WSDA Key Services
The Washington State Department of Agriculture (WSDA) is headquartered in Olympia, with employees in every county in the state. Our staff carries out a broad spectrum of activities that support the producers, distributors, and consumers of Washington's food and agricultural products. The Washington State Department of Agriculture serves the people of Washington by supporting the agricultural community and promoting consumer and environmental protection.
The major goals of WSDA is to:
· Protect and reduce the risk to public health by assuring the safety of the state's food supply 
· Ensure the safe and legal distribution, use, and disposal of pesticides and fertilizers in Washington State 
· Protect Washington State's natural resources, agriculture industry, and the public from selected plant and animal pests and diseases 
· Facilitate the movement of Washington agricultural products in domestic and international markets


WSDA is organized into five (5) divisions:
· Administrative Support Services
Provides financial services, computer and information technology services, personnel services, administrative procedures guidance, legal services, and safety and emergency management programs for the department’s 36 programs.

· Animal Services Division
Programs provided within the Animal Services Division are:
· Animal Health
· Animal Disease Traceability
· Avian Health
· Livestock Inspection

· Commodity Inspection Division
Programs provided within the Commodity Inspection Division are:
· Fruit & Vegetable Inspection
· Grain Inspection
· International Marketing
· Small Farm & Direct Marketing
· Seed Program
· Warehouse Audit

· Food Safety & Consumer Services Division
Programs provided within the Food Safety & Consumer Services Division are:
· Animal Feed
· Food Assistance & Regional Markets (FARM)
· Food Safety Compliance Process and Food Safety Regulations
· Food Safety & Consumer Services (FSCS) Laboratory
· Organic Food
· Rapid Response Team

· Pesticide Management Division
The Pesticide Management Division protects the public interest, health and welfare of the people of the state of Washington by providing cost efficient and effective services for the regulation of pesticides, dairy nutrient management and fertilizers.

Programs provided within the Pesticide Management Division cover areas such as:
· General information
· Dairy Nutrient Management
· Fertilizers
· Pesticides

· Plant Protection Division
Programs provided within the Plant Protection Division:
· Chemical and Hop Laboratory
· Agricultural Investigation Program
· Pest Program
· Plant Services Program
· Weights and Measures Program

1.2.3. Legacy Website Statistics
The re-design of the WSDA website involves not only a facelift of the look and feel of the site, but an information architecture reorder and Web strategy change:
· The site currently consists of about 900 pages of content and hundreds of documents managed by several people in each division
· There is a strong need for a CMS to gain efficiencies when building/managing content
· Our site design is out of date (2009 was the last re-design), some of our content is out of date, our content architecture needs to be modernized/standardized, and we need to make content available to modern browsers and mobile devices
· Our current site is not mobile-friendly

WSDA statistics shown below reflect the month of August 2016:
· 78% of our web customers use Windows machines
· 40% of web browsers are Internet Explorer (12% IE 11, 4.5% IE 10, 1.7% IE 9, 5.8% IE 7, 14.5% IE 6)
· 30% of web browsers are Chrome
· 12% of web browsers are Firefox
· 9.4% of web browsers are Safari
· Less than 1% of traffic is from mobile devices




[bookmark: _Toc462408257]Project Objectives
We are asking the Vendor(s) to design and develop a new website for the WSDA and the following represents the minimum objectives and benefits to be achieved as a result of this project. The data comes primarily from the existing WSDA website, agr.wa.gov and other resources. The website solution should meet the following overarching goals:

2.1. Provide webpages that are vibrant, engaging, interactive and inviting to the public
2.2. Provide accurate, current and comprehensive WSDA information, in a visually appealing and user-friendly way
2.3. Promote and showcase WSDA 
2.4. Make it easy for audiences to interact with WSDA
2.5. Provide a Content Management System (CMS) to facilitate content creation and maintenance by WSDA staff
2.6. Provide consistent and predictable interface designs and elements so users can become familiar with functions and actions to help them complete tasks efficiently and with a high level of satisfaction
2.7. Reduce WSDA staff time to handle routine inquiries
2.8. Provide robust search function of entire site along with specific WSDA program features search, including indexing contents of documents
2.9. Comply with Section 508 of the Rehabilitation Act of 1973 in all areas, as well as WCAG 2.0 level AA
2.10. Offer a variety of communication methods to keep audiences up-to-date, including e-mail notifications, SMS text messages and RSS feeds
2.11. Incorporate Lean principles in web design 
2.12. Allow in-page editing on staging server
2.13. Promote the use of on-site media through photo, audio and video posting methods that encourage user viewing and, when appropriate, feedback and interaction
2.14. Simplify website administration, allowing users of appropriate skill levels the means to update assigned sections of the website
2.15. Solution for multi-contributor event calendar system, photo sliders and/or galleries, video, Google-style maps, GPS integration for desktop and mobile systems
2.16. Allow for back-end reporting of website updates and activity
2.17. Built upon proven and accepted website development standards
2.18. Provide flexibility to easily grow and add new functionality as requested by WSDA
2.19. Site(s) need to be accessible on mobile devices, including e-commerce
2.20. Incorporate in-line database reports
2.21. Follow best practice  security steps during project
2.22. Website loads quickly in client browsers


[bookmark: _Toc462408258]Project Scope
The WSDA has identified the following activities it expects Vendors would need to complete in the execution of the WSDA Internet Website Re-Design project:
· Management and Control
· Design
· Development
· Training
· Implementation

In the execution of the above listed activities WSDA expects the successful Vendor would:
· Work collaboratively with WSDA staff and the project team to complete all project activities
· Follow a standard project management methodology and business best practices
· Pro-actively lead and coach WSDA through the entire project
· Provide leadership and vision to pro-actively identify and resolve potential risks and issues
· Facilitate meetings with business users, business and technical subject matter experts, and WSDA project personnel to obtain needed information or data necessary to complete the work

[bookmark: _Toc462408259]Management and Control
The Vendor will be required to collaborate with WSDA in the management of the proposed team (WSDA and Vendor). The Vendor’s project management approach and techniques should follow an established industry standard (e.g., Project Management Institution’s PMBOK®) and must exhibit sound project management practices.  The key benefit is that project performance is observed and measured regularly to identify variances from the project plans.

The Vendor’s project manager will work closely with WSDA’s project manager to pro-actively manage issues, risks, schedule, and all other aspects of the project as necessary.

The Vendor must provide a support collaboration tool (e.g., SharePoint) for management of all project documents and the site must be accessible by WSDA project team members and stakeholders.  

The Vendor’s Management and Control phase activities should include (but are not limited to):

· Measuring the ongoing project activities (where we are)
· Monitoring the project variables (scope, schedule, budget, etc.) against project plans and the project’s performance baseline (where we should be)
· Identifying corrective actions to address issues and risks properly (How to get on track again)
· Influencing the factors that could circumvent integrated change control so only approved changes are implemented
· Providing routine project status updates to stakeholders
· Managing, tracking, and reporting progress of all project activities including, but not limited to design, development, testing, training, and implementation

Key Deliverables: 

	Status Report Deliverables

	At a minimum, the Deliverables should include: 
· Tracking and reporting of project activities
· Activities Completed, Activities Planned, Risks, Issues, Budget Detail, and other content as mutually agreed 
· Format: Written report (format to be approved by WSDA)
· Frequency: Twice monthly

	Microsoft Project Work Plan Deliverables

	At a minimum, the Deliverables should include: 
· Detailed plan for all project activities planned and completed, and percent complete for all activities in process but not yet complete
· Task durations should not exceed 80 hours and Vendor dependencies on WSDA must be clearly communicated
· Frequency: Twice monthly

	Project Management Reports

	At a minimum, the Reports should include: 
· Issue and Risk management activities and plans
· Change Control and Scope Management activities and plans
· Format: A report from the Vendor’s issue/risk and change management databases
· Frequency: Twice Monthly

	Ad-Hoc Status Briefings

	At a minimum, the Deliverables should include: 
· Written reports and PowerPoint briefings as needed
· Frequency: Occasional meetings with WSDA Executives, Steering Committee, Project Oversight entities, etc.
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The Vendor is responsible for creating a website design that is focused on meeting the needs of WSDA clients and website users.  

The Vendor’s design team will lead all project tasks and activities to develop the website’s new design.  WSDA’s project team (Core Work Group) will be actively engaged in the project and poised to immediately support the Vendor’s design activities. Please note: WSDA has a staff Graphics Designer and would like to use that individual in the project effort in order to off-set some of the graphic design/development costs.

The Vendor should design and architect a website solution that efficiently and effectively supports the development of pages for mobile devices and tablet browsers using “responsive website design.”   

The Vendor’s Design phase activities should include (but are not limited to):
· Research/Discovery
· Vendor will immerse themselves in project to get the background needed to make upcoming design decisions.  The Vendor will obtain a deep understanding of WSDA’s business, objectives, and users
· Re-Branding
· Work with WSDA staff to refresh WSDA’s website image for clients, stakeholders, and staff.  Vendor will lead WSDA through the process
· Content Assessment
· Review, assess, and organize legacy website content to determine optimal content organization and navigation
· Design 
· Create and document the Information Architecture
· How pages relate to one another
· How content is organized
· Navigational structure and flow
· Conduct Usability Testing - The Vendor will use WSDA staff, providing guidance/training, in performing usability tests in order to understand thoughts and processes, establishing benchmarks, identify functionality and guiding website development
· Create and document wireframes (blueprints) for home pages and web page templates

Key Deliverables:

	Information Architecture  

	The Information Architecture deliverable details how the website content and navigation will be structured and organized.  It describes how different pages of the re-designed site relate to one another to ensure information is organized in a consistent and predictable way.  At a minimum, the Deliverable should include: 
· Site Map
· Navigational Structure
· Content labeling
· Content organization
· Page organization
· Home Page Wireframes
· Template Page Wireframes
· Usability Testing Outcomes


	Style Guide – Version 1

	The Style Guide deliverable details writing rules, voice, typographical treatment, visual elements and user interaction decision points.  It ensures brand identity, professionalism and consistency across the website.  At a minimum, the Deliverable should include: 
· Brand colors and logo positioning
· Typography (e.g. font, size, hyphenation, style, etc.)
· Writing rules
· Visual elements
· Tone of voice
· Interaction decisions
· Naming conventions
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The Vendor will be responsible for developing the re-designed website, migrating legacy content and building new content if needed.  The re-designed website will be built upon the Vendor’s proposed CMS and hosted in the Vendor’s proposed environment at WSDA.

Content Management System
The Vendor’s development team will install and configure the Vendor’s proposed CMS in the Vendor’s proposed environment at WSDA.  The new CMS must be easy to use and provide a simple platform for content authors to upload, update and integrate new content and applications. 

The Vendor’s proposed CMS should include the features, functionalities, and capabilities as described in Section 5.7 “Content Management System”.

Web Page Development
The Vendor’s development team will lead each of the WSDA business groups through the process of migrating legacy website content to the re-designed website.  The Vendor will work with the WSDA business groups to build new content if needed.

Mobile and Tablet Browser Development
The Vendor’s development team should develop and demonstrate the website’s “responsive website design” and architecture to support efficient navigation by mobile and tablet users.  While the project is focused on re-design of the website, WSDA expects the Vendor to develop, integrate, and implement several mobile and tablet components to provide the framework for subsequent development of additional mobile and tablet capabilities after the initial website deployment.

The Vendor’s Development phase activities should include (but are not limited to):
· Content Management System (CMS)
· Install and configure the website CMS software
· Create website templates
· Configure user security roles and profiles
· Work with WSDA to incorporate CMS permissions and content approval processes (e.g. workflow) for WSDA staff
· Content Migration
· Work with WSDA business groups to migrate content from the legacy website to the new website
· Content Development
· Work with WSDA business groups to create new content, if needed
· Build custom functionalities, if needed
· Testing
· User validation and testing of the newly created web pages


Key Deliverables:

	Content Management System (CMS)

	The deliverable is a demonstration that the new content management system has been properly installed, configured, and is ready to go.



	Re-Designed Web Pages

	The re-designed web pages will be developed in accordance with the new website Style Guide created in the project’s Design phase.  As the website is being developed, WSDA business groups will validate and test each of the web pages.  




[bookmark: _Toc462408262]Training
The Vendor is responsible for training WSDA staff to maintain and update website content and components, as well as use the features and functionality of the new content management system.  The Vendor must create the necessary training plans and training materials for the project.   

The Vendor’s Training phase activities should include (but are not limited to):
· Developing training plans and materials
· Content Authors
· Advanced Users
· “Writing for the Web” 
· Training WSDA content authors on the features of the CMS
· Add, update, and change website content
· Training WSDA advanced users on the advanced features of the CMS
· Templates, Workflow, Security, Etc.
· Training WSDA content authors to “Write for the Web”

Key Deliverables:

	CMS / Content Author Training  

	Content Authors will require content management training to effectively add, update, change website content, as well providing an understanding of workflow, security, etc.   At a minimum, the deliverable should include: 
· Training Plan
· Training Materials
· “How To” Manual, with FAQs
· Training Execution (e.g. training WSDA staff)

	CMS / Advanced User Training  

	Advanced Users will require content management training to effectively support content authors, as well as add, update, or change website templates, forms, security, workflow, etc.   At a minimum, the Deliverable should include: 
· Training Plan
· Training Materials
· “How To” Manual, with FAQs
· Training Execution (e.g. training WSDA staff)

	“Write for the Web” Training

	Implementation of the new content management system provides an opportunity for a number of new WSDA website content authors.  The new website content authors will need to be trained to write content for the web.  The Style Guide created in the Design phase provides content direction, but WSDA users will need to be trained in writing for the web.  At a minimum, the Deliverable should include: 
· Training Plan
· Training Materials
· Training Execution (e.g. training WSDA staff)






[bookmark: _Toc462408263]Implementation
The Vendor is responsible for a successful deployment of the re-designed website.  Deploying the system consists of executing all steps necessary to place the newly developed website into production, ensuring business users are ready to accept the new system, confirming that all content and data required is available and accurate, and validating all capabilities are functioning properly. 

The Vendor’s Implementation phase activities should include (but are not limited to):
· Implementation Planning
· Identify and plan for business, system, and operational implementation dependencies 
· Develop plans to actively track and manage implementation dependencies 
· User Acceptance Testing
· Load and Performance Testing
· Style Guide Revisions
· Incorporate any updates or adjustments to the Style Guide that were made during the re-design and development of the website
· Final Report
· Document the project’s Final Report 

Key Deliverables: 

	Implementation Plan Deliverable

	The Deliverable should outline the business, system, and operational plans and activities to achieve a successful implementation.  At a minimum, the deliverable should include:
· Implementation  dependencies
· Roles/Responsibilities
· Schedule
· Plan to support WSDA User Acceptance Testing
· Vendor’s Load and Performance Testing (a scalability report)

	Style Guide – Version 2

	This is the final update to the Style Guide created in the Design phase.  The deliverable details writing rules, voice, typographical treatment, visual elements, and interaction decisions.  It ensures brand identity, professionalism, and consistency across the website.  At a minimum, the Deliverable should include: 
· Brand colors and logo positioning
· Typography (e.g. font, size, hyphenation, style, etc.)
· Writing rules
· Visual elements
· Tone of voice
· Interaction decisions
· Naming conventions


	Final Report Deliverable

	At a minimum, the Deliverable must include: 
· Executive Summary
· Key Activities/Milestones
· Performance Metrics (Scope, Schedule, Budget)
· Tasks and Activities to be completed
· Open Issues and Risks
· Lessons Learned
· Recommendations





[bookmark: _Toc462408264]Provisos of the RFI
[bookmark: _Toc269991521][bookmark: _Toc462408265]RFI Procedure
This RFI is not an offer to contract but rather represents WSDA specific requirements and an invitation for vendors to submit information addressing the need for a re-designed website for WSDA. WSDA will make no payment for any costs incurred in the preparation and submittal of your response. Issuance of this RFI and your preparation and submission of a proposal does not commit WSDA to award a contract to any vendor, even if all of the user requirements have been satisfactorily addressed.

No Obligation to Issue Solicitations or Contracts - WSDA will not contract with any vendor as a result of this RFI.  This RFI does not obligate the State of Washington or WSDA to issue a solicitation or contract for services specified herein.  Only the execution of a written contract will obligate the WSDA in accordance with the terms and conditions contained in such contract. 

WSDA hereby invites you to submit information to respond to the requirements and general information requested within this document. 

Upon release of this RFI, all vendor communications concerning this RFI must be directed to the RFI Coordinator listed below. Unauthorized contact with other WSDA employees relative to this RFI could result in information not being relayed to the appropriate parties and will not be in the best interests of the WSDA or potential vendors.

Curt Secker
Department of Agriculture
Information Technology Division
NRB Building, 2nd Floor
1111 Washington Street SE
Olympia, Washington  98504-2560
csecker@agr.wa.gov
Telephone:	360.902.2014

[bookmark: _Toc514474924][bookmark: _Toc514475006][bookmark: _Toc514482657][bookmark: _Toc514488896][bookmark: _Toc514560276][bookmark: _Toc514570166][bookmark: _Toc514670886][bookmark: _Toc514671032][bookmark: _Toc514753830][bookmark: _Toc514753881][bookmark: _Toc514762567][bookmark: _Toc531770087][bookmark: _Toc90433628][bookmark: _Toc269991522][bookmark: _Toc462408266]Response Due Date
Please provide an electronic copy of your response (via email), plus any associated literature, to the RFI Coordinator by Close of Business on October 31, 2016.
[bookmark: _Toc102807170][bookmark: _Toc237675345][bookmark: _Toc269991523]

[bookmark: _Toc462408267]RFI Schedule
The following table provides dates for RFI activities.
[bookmark: OLE_LINK1][bookmark: OLE_LINK2]
	Event
	Date
	Vendor Time Deadline

	Issue RFI
	9/26/2016
	

	Vendor Questions Due
	10/10/2016
	5:00 PM, PT

	WSDA Answers to Vendor Questions 
	10/12/2016
	

	RFI Responses Due
	10/31/2016
	5:00 PM, PT

	Review RFI Responses
	11/7/2016
	

	WSDA begin RFP Process
	11/23/2016
	

	Tentative RFP Issuance date
	1/30/2017
	


WSDA reserves the right to revise the above schedule as needed.

[bookmark: _Toc514482660][bookmark: _Toc514488899][bookmark: _Toc514560279][bookmark: _Toc514570169][bookmark: _Toc514670889][bookmark: _Toc514671035][bookmark: _Toc514753833][bookmark: _Toc514753884][bookmark: _Toc514762570][bookmark: _Toc531770089][bookmark: _Toc90433629][bookmark: _Toc269991524][bookmark: _Toc462408268]Completeness of Response
The vendor will be asked to provide high level pricing information related to their respective product, implementation services, and associated ongoing maintenance costs.

This cost information is essential for WSDA in order to appropriate the necessary funding and establish project budgets.

By virtue of the submission of a response to this RFI, the vendor warrants that the requirements of this RFI have been read and understood.  

[bookmark: _Toc90433630][bookmark: _Toc269991525][bookmark: _Toc462408269]Vendor Questions and Answers
Specific questions concerning this RFI should be submitted via e-mail to the RFI Coordinator.  Questions must be received by the RFI Coordinator no later than 5:00 p.m. PT on October 10, 2016.  A consolidated list of questions posed by vendors along with WSDA’s answers to those questions will be provided via e-mail on October 12, 2016.

[bookmark: _Toc90433631][bookmark: _Toc269991526][bookmark: _Toc462408270]Proprietary or Confidential Information
Vendors must clearly mark any information in the response to this RFI that the vendor desires to claim as proprietary and exempt from disclosure under the provisions of RCW 42.17.250 to .340.  Each page claimed to be exempt from disclosure must be clearly identified by the word “Confidential” printed on the lower right hand corner of the page.  WSDA will consider a vendor’s request for exemption from disclosure; however, WSDA will make a decision predicated upon Chapter 42.17 RCW and Chapter 143-06 of the Washington Administrative Code. Marking the entire response exempt from disclosure will not be honored.  Vendors must be reasonable in designating information as confidential.  If any information is marked as proprietary in the response, such information will not be made available until the affected vendor has been given an opportunity to seek a court injunction against the requested disclosure.

[bookmark: _Toc102807194][bookmark: _Toc237675369][bookmark: _Toc445890406][bookmark: _Toc462408271]WSDA Technical Environment
Below is a complete list of WSDA approved software standards the proposed website solution must work with.  

[bookmark: _Toc445890407][bookmark: _Toc462408272]Software Standards
 
	Software Standards

	Category
	Sub-category
	Product

	Desktop/Laptop

	
	Word Processing
	Microsoft Office 2007, 2010

	
	Spreadsheet
	Microsoft Office 2007, 2010

	
	Email
	Microsoft Office 2007, 2010

	
	Calendar
	Microsoft Office 2007, 2010

	
	Browser
	Internet Explorer 7, 8, 9, 10

	
	Operating System
	Windows 7, 10

	
	Web Content Editor
	Expression 2.0

	Server

	
	Operating System
	Windows 2008 R2 Server

	
	Database
	Microsoft SQL Server 2008 R2, 2012

	
	Email
	Microsoft Exchange 2010

	Development Environment

	
	Development Tools
	Microsoft Visual Studio 2010, 2012





[bookmark: _Toc462408273]RFI – Vendor Response
The WSDA is looking to obtain the following information from this RFI:

1) Identify Vendors that are able to provide WSDA with the website re-design capability that will meet their objectives
2) Gather information on the Vendor’s proposed solution and associated System Development Life Cycle (SDLC) project methodology/approach for a website re-design project (i.e., project management, design, development, testing, training, and implementation)
3) High-level costs associated with the website re-design

Please complete the following sections for the proposed website re-design project.  Enter your response within the section where the question(s) is being posed below (bold italics). 

[bookmark: _Toc462408274]Executive Summary
The executive summary should describe the Vendor’s response at a high level in terms of project approach, perspective, staffing, skill levels, and overall Work Description. It should demonstrate that the Vendor understands the scope and objectives of the project.
The Vendor response should address the following items in their Executive Summary:
· Critical success factors and actions WSDA should consider throughout the project
· Risks associated with this project
· Explain why the proposed solution will support the successful completion of this project for WSDA, and why WSDA should select your proposed solution
· Estimated effort level (timeframe) for completing the project
· [bookmark: _Toc102807232][bookmark: _Toc237675398][bookmark: _Toc380682336]This summary should give the reader a strong general overview of the Vendor’s management and technical understanding of the project



[bookmark: _Toc462408275]Vendor Qualifications
This section discusses Vendor qualifications, experience, and skills that will enable the Vendor to successfully complete this project. 
The Vendor response should address the following items:
· Briefly describe the scope and scale of three (3) successful projects, with at least one project being of similar scope and complexity as WSDAs, where the Vendor had the primary responsibility for the various project phases (i.e., analysis, design, development, testing, and implementation)
· Provide a description (organization chart) of the proposed project staffing/organization including lines of authority for both WSDA and Vendor staff

[bookmark: _Toc462408276]Adherence to State Website Policies
The re-designed website must meet the following standards and guidelines:
· Office of the Chief Information Officer (OCIO) – State Identity Management Standards
http://www.ofm.wa.gov/ocio/policies/documents/183.20.10.pdf

· Office of the Chief Information Officer (OCIO) – State Accessibility (Sec 508 and W3C) Guidelines
http://www.ofm.wa.gov/ocio/policies/documents/1000g.pdf 
 
· Office of the Chief Information Officer (OCIO) – State IT Security Standards
http://ofm.wa.gov/ocio/policies/documents/141.10.pdf

· Office of the Chief Information Officer (OCIO) – Accessibility Policy
http://ocio.wa.gov/policies/policy-188-accessibility
 
· Usability.gov Research Based Guidelines
http://usability.gov/guidelines/index.html 

Vendors must acknowledge that the re-designed website will follow the above listed standards and guidelines. If you are not able to comply with any of the items listed please explain.

[bookmark: _Toc462408277]Management and Control
Vendors are to describe their approach to completing the Management and Control phase of the project (from project start to website deployment).  Refer to Section 3.1, “Management and Control” for additional clarification on this activity.

Provide a description of the Vendor’s proposed approach and methodology for completing the Management and Control phase for this project. Also include the Vendor’s expectations of WSDA to support/assist the Vendor in completing the deliverables.

[bookmark: _Toc462408278]Design
Vendors must describe their approach to completing the Design phase of the project.  Detail how the Vendor’s proposed approach will meet each of the required design elements. Refer to Section 3.2, “Design” for additional clarification on this activity.

Required design elements:
· User Centered – Simple, clean, and centered on the needs of WSDA clients, stakeholders, and staff
· Logical Design – The elements on a single page should be ordered logically by importance or by topic; the various pages in the site should do the same
· Page Consistency – Positioning the various elements of the website, such as the title, sidebars, logos, graphics, and text, in the same places on every page
· Cascading Style Sheets (CSS) – Manage the uniform style, and to make it easier to change elements across an entire website without having to go to every individual page
· Visually Appealing – An attractive mix of text and graphics and fit close to a single displayed page on a typical size monitor as possible
· Maximize Readability 
· Use subheadings and appropriate spacing to separate each of the sections
· Use bold or different-sized fonts to show the hierarchy and importance of the topics
· Universally Readable – Use standard HTML and avoid tags, features, and plug-ins that are only available to one brand or version of a browser
· Responsive Website Design – The design must efficiently and effectively support the future development of pages for mobile devices and tablet browsers using “responsive website design” (RWD)

Provide a description of the Vendor’s proposed approach and methodology for completing the Design phase for this project. Also include the Vendor’s expectations of WSDA to support/assist the Vendor in completing the deliverables.


[bookmark: _Toc462408279]Development
Vendors must describe their approach to completing the Development phase of the project.  Detail how the Vendor’s proposed approach will meet each of the required development elements. Refer to Section 3.3, “Development” for additional clarification on this activity.

Provide a description of the Vendor’s proposed approach and methodology for completing the Development phase for this project. Also include the Vendor’s expectations of WSDA to support/assist the Vendor in completing the deliverables.

[bookmark: _Toc462408280]Content Management System
WSDA is a small agency and we want a CMS that will meet our needs rather than a “Ferrari” CMS that is “heavily function rich, highly complex, and not user friendly”. Refer to Section 3.3, “Development” for additional clarification on establishing a CMS and Section 1.2.3 “Legacy Website Statistics” when proposing a CMS.
The Vendor’s proposed content management system should include the following features, functions, and capabilities:
· User Friendly – Provide user-friendly interface that supports non- technical content authors while enabling advanced users to edit code, change layouts and integrate new applications
· Version Control – Ability to maintain multiple versions of content with the ability to restore previous versions
· Checkin/CheckOut – Ability for multiple people to work together on a web page before publishing
· Workflow – Ability to apply rules based workflow to route content to multiple users for review and approval before publishing
· Content Integration – Ability to seamlessly integrate content from various documents sources and file types (e.g. paste MS Word formatted text into edit boxes)
· HTML5 – Support for HTML5, including JavaScript and CSS3
· .Net Integration – Ability to seamlessly integrate with .Net applications.
· WCAG/Section508 – Ability to generate WCAG and Section 508 compliant code
· Mobile/Social Media – Ability to seamlessly integrate with mobile and social media
· Search & Replace – Site-wide search and replace feature for content and source code
· Security Hierarchy – Ability to assign edit and security permissions to different users based upon the site structure.
· Spell Checker – Built-in Spell Checker
· Link Checker – Built-in Link Checker
· Site Map – Ability to generate Site Maps
· Multiple Languages – Ability to support and maintain multiple languages
· Content Inventory – Ability to generate content inventory reports
· Compatibility – Site must be compatible with major browsers and able to go back at least two previous versions

Vendor is to provide a description of the proposed approach and methodology for the deployment of a CMS. Also include the Vendor’s expectations of WSDA to support/assist the Vendor in completing the deliverables.

The Vendor is free to propose any widely used content management system that has a demonstrated history of success in the marketplace. However, WSDA would like to know the CMS you are proposing so please include the following information:
· Name of Product
· Name of Company 
· Version
· Product website

Vendors must describe why they selected their proposed CMS and outline the features and functionally, as well as the advantages and disadvantages of the proposed CMS.  Detail the Vendor’s experience with their proposed CMS and describe why it is the best fit for WSDA.

[bookmark: _Toc462408281]Search Capabilities
The Vendor’s proposed search function must be robust.  The search capabilities should include:
· Built-in advanced search capabilities that search through the entire database and all contents and provide anchors on the pages to target the search
· A database-capture system to enable monitoring of the words and phrases users are searching to better modify the site
· Ability to omit pages from the search function to keep specific pages hidden as desired
· Ability to ignore common words

The site should be re-designed and built with Search Engine Optimization (SEO) in mind and enable both standard and customized SEO on all pages of the site, including key words, page titles, and meta tags.  The re-design must also include a way of easily inputting SEO for new pages added to the site after the initial deployment.

Vendors must describe their approach to website search.  Detail the proposed features, functions, and capabilities of the Vendor’s proposed website search.  Detail the Vendor’s experience with their proposed search and describe why it is the best fit for WSDA.

[bookmark: _Toc462408282]Additional Development Considerations
There are additional development considerations that must be addressed on this project.

Outline how the Vendor’s proposed website solution provides for the following:
· Content Migration – WSDA legacy website content resides in a folder structure for each Division.  Describe the Vendor’s experience converting legacy content to a CMS.  Detail the challenges with migrating content from a cascading file structure to a CMS and describe how the Vendor will overcome those challenges
· Page Ownership – WSDA has a large number of legacy web pages that are outdated where the content owner is no longer actively managing the web page content.  Describe the tools and techniques the Vendor brings to ensure all of the re-designed web pages are actively managed in the future

[bookmark: _Toc462408283]Training
Vendors must describe their approach to providing training for this project.  Detail how the Vendor’s proposed approach will meet each of the required training elements (i.e., CMS training, advanced user training, system administration, etc.) as well as the number of WSDA staff that would be included in each training activity. Refer to Section 3.4, “Training” for additional clarification on this activity.

It is expected that training and knowledge transfer may occur as a result of various training methods.  The WSDA envisions that the Vendor will provide all materials required for training.  The actual training approach is at the Vendor’s discretion and may include recommendations that involve assistance and support by the WSDA staff led by the Vendor’s staff throughout the project.

Provide a description of the Vendor’s proposed approach and methodology for completing the Training phase for this project. Also include the Vendor’s expectations of WSDA to support/assist the Vendor in completing the deliverables.

[bookmark: _Toc462408284]Implementation
Vendors are to describe their approach to completing the Implementation phase of the project.  Refer to Section 3.5, “Implementation” for additional clarification on this activity.

Provide a description of the Vendor’s proposed approach and methodology for completing the Implementation phase for this project. Also include the Vendor’s expectations of WSDA to support/assist the Vendor in completing the deliverables.
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[bookmark: _Toc462408285]Cost
As a government agency it is critical for us to collect project costs in order to build our business case so we can obtain the necessary business approvals and funding. Vendors need to provide as much information as possible on project pricing. The project details have obviously not yet been developed so a high-level pricing model will suffice for the RFI.

We have broken down the project activities into key “functions” so it will be easier for you to apply your costs associated with the respective function. Please provide any additional notes that will help clarify the costs you have identified. Please make sure you have included all license fees (CMS, SQL, etc.) required for your project solution.
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