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Request for Quote  
For Web Site Design for Skyline College
Department of General Services

3401 CSM Drive

San Mateo, California 94402

Telephone (650) 574-6508   FAX (650) 574-6574

Email districtbids@smccd.net
RFQ  # 86559
The San Mateo County Community College District (SMCCCD) is requesting written quotations including pricing, terms, and availability of all items requested for design of the Skyline College web site. 

The District reserves the right to consider all response on a line item basis, or “ALL OR NONE”, whichever would be in the best interest of the District.

Vendors shall use the RFQ form when submitting their prices. Quotations shall be type written or printed in ink. The District is not responsible for errors or omissions on the part of the vendors in preparing their quotations. 

Written quotations must be received by 2:00 P.M. on August 10, 2007 in the Department of General Services of said college district, at 3401 CSM Drive, San Mateo, CA, 94402. Questions may be directed to the attention of  Shelly Hausman, Public Information Officer, Skyline College, 650-738-4346.
I. Background Information
Approximately 40,000 students throughout San Mateo County attend one of the three Colleges of the San Mateo County Community College District: Cañada College in Redwood City, College of San Mateo, and Skyline College in San Bruno.  Although the boundaries of the San Mateo County Community College District are the same as those of the County, the District Board of Trustees is independent of County government.  The five-member Board of Trustees is elected at large by County voters every four years, and governs one of the largest two-year college systems in California.

Skyline College offers an excellent education to students from all over the Bay Area. The 111-acre site, just west of Skyline Boulevard in San Bruno, is conveniently available to residents of South San Francisco, Daly City, Colma, Brisbane, San Bruno, and Pacifica.  Students love Skyline because of its convenient location, low cost, comprehensive program offerings and availability of programs, flexible scheduling, and student-centered environment. For further information, see: http://www.skylinecollege.edu/aboutskyline.html
II. Profile of the Web Design Project
The purpose of this document is to provide interested vendors with information to enable them to prepare and submit proposals to assist Skyline College with the restructure and redesign of the College's website. 

III. Dates and Timeframes (The District reserves the right to change or alter the times and activities):

	Issuance of RFQ 
	July 17, 2007

	Deadline for vendors’ submission of proposals
	2:00pm,  Aug. 10, 2007

	Issuance of Award to the selected qualified vendor
	Sept. 21, 2007

	Approval of contract award by the District’s Board
	Not required


Signed copy of quote to be mailed or delivered to:  SMCCD, Attn: Bob Domenici







  Department of General Services







  3401 CSM Drive







  San Mateo, CA. 94402







            Attn:  RFQ 86559

Digital copies should be sent to districtbids@smccd.net
IV. Request for Quote for Web Site Design Specifications for Skyline College
1) Description of Current Website

Skyline College’s current site has up-to-date content in a difficult to navigate and outdated interface.  The site has grown to over 1200+ pages without a clear site structure.  The main site is maintained in Macromedia Dreamweaver by a part-time webmaster and receives over 100,000 unique visitors annually.  Several department, service and programs sites are located outside of the Skyline site and are maintained by various individuals.  This can lead to confusion when needing to update site content.
Recently, the SMCCD purchased a content management system (CMS), OmniUpdate. A CMS will allow individual departments to maintain sections of their website and confine users to a uniform webpage template and style sheet.  Skyline is seeking a restructure and redesign to maximize the workflow features in the new CMS and to give the College site a contemporary and user-friendly look and feel. 
2) Web Server Details

1. The College website is hosted by the San Mateo County Community Colleges District Office on Windows 2003 Web server.

2. The web server hosts all District college, departments, faculty & staff web pages and cannot be brought down without negatively impacting the remainder of the District.

3. The District supports the following scripting languages: ASP, Perl, PHP, JSP

4. The District supports MySQL with phpadmin and Access via ODBC
5. WebDAV is used as a secure means for uploading
3) Project Description

Project Objective / Goals

While it is important to provide our visitors with a rich and engaging interface that conveys the spirit of the College, we understand that this project must yield much more than just a new "look and feel". The website has become a vital resource for the entire College community. It is expected that this project will involve all areas of the institution and will require reworking content and site architecture, and may require changes to internal policies and procedures. The chosen vendor will design a website that can accomplish the following goals:

· Build the brand (promote the institution)

· Attract prospective students, employees, and donors

· Direct visitors to desired content quickly

· Inform College community of news and events

· Work in concert with print publications and email campaigns to provide additional information, dynamic content, and functionality

· Engage visitors of all ages in sustainable relationships with the College

· Increase website readability, browsability and searchability


The chosen vendor will facilitate inter-departmental cooperation to accomplish the following goals:

· Participate in Website Advisory Meeting with Website Committee Members selected by the College. Collect information about redesign goals in order to make knowledgeable recommendations on the best site architecture based on current and future use.

· Identify departmental Content Liaisons and formalize content management procedures.

· Help the College community take ownership of the website, and understand the important role they play managing their content.
Project Management

The main project contacts will be Shelly Hausman, Public Information Officer, and Sandy Irber, Director of College Development, Marketing and Public Relations. They will work with a committee that consists of Jasmine Witham, SMCCD Web Support Analyst; Laura Fraser, the current Webmaster, and other committee members including the college president, Dr. Victoria Morrow; and members of the faculty and classified staff. The selected vendor will be asked to meet with this committee throughout the redesign process. In addition to the technical deliverables, the successful vendor will be active in the process, with final decisions made by the college.
On-going Maintenance:

The site will be maintained by employees of the college through the CMS (OmniUpdate). If more extensive maintenance work on the finished site is needed, Skyline College will negotiate that with vendor separately.

4) Expectations

Redesign Homepage

The College's homepage is a quintessential piece of the institution's overall web presence.

The selected vendor will be expected to identify those elements that should be included on the homepage, and design a page that presents those elements in a clean and efficient manner. In addition the primary role of the homepage must be to serve the needs of these audiences.

· Prospective Students

· Current Students

· Faculty

· Classified Staff

· Administration

· Community

New Website Templates

Through extensive on-campus research, knowledge of industry standards and frequent interaction with the College Web Team and the Web Redesign Committee, the vendor will design, develop, install and test a set of new templates for the College's websites. The templates must provide consistent navigation, layout, and styles in a manner that is user-centric and intuitive. 

The templates should utilize Cascading Style Sheets (CSS) wherever possible rather than graphics. Graphics should support and enhance both the content and overall message. Individual WebPages should print cleanly to standard letter size paper. Use of Flash or other multimedia technologies is acceptable, but should not impede access to the content. The content should be presented in such a way as to allow the template to be easily changed (re-skinned).

The templates should be designed to increase searchability on all major search engines.

The templates must be customized to work with OmniUpdate by adding hidden tags for specific editable regions.

Consistent Look & Feel
We firmly believe that it is important to provide consistent layout and navigation across all College websites, but we also understand that some areas of the College may serve unique audiences, and their websites must reflect the individual personality of each of those areas. The vendor will identify these areas and include unique variations of the web templates intended to appeal to these audiences. The college will provide photos, college logo files, and information on appropriate college logo use and logo color Pantones.
Accessibility

It is imperative that College websites are accessible to everyone. By utilizing principles of universal design, all website elements must achieve cross-platform and cross-browser compatibility, W3C and WAI compliance and ADA 508 compliance while strictly adhering to web standards (XHTML Strict, CSS-1, CSS-2, Javascript, XML, etc.). Webpages that require Javascript, CSS or other client-side technologies must degrade gracefully with minimal loss of functionality. Webpages should use the most recent Unicode Standard to support the display of content in diverse languages. Pages should also be downloaded easily onto mobile devices.
5) Project Phases

It is expected that this project may be accomplished in the following phases. Proposals should address everything outlined in the project description, and include anticipated timeframes (estimated in hours), cost, suggestions for cost savings, and proposed formats for each phase.

Phase I. Assessment & Planning

Vendor will provide need analysis strategy proposal, site audit assessment, and requirements documentation to Web Advisory Committee.

A. Needs Analysis (a proposed strategy for research and consultation with campus community) 
This proposal should identify the number of focus groups that will be consulted and an expectation for the time/contribution from Skyline staff during this phase of the project.
B. Site Audit (a critically written assessment describing the strengths and weaknesses of the current website and suggesting what content can be used from current site.)

The review shall also include basic recommendations for interim modifications to the existing site to comply with the new overall strategy. The vendor also should suggest a strategy for updating content
C. Requirements Document (an assessment of goals, audiences, existing technologies and functional requirements)
The document should include:

a. Current research and best practices concerning the use of web technologies in education.
b. Identify target audiences and their information needs. 
c. Development of a preliminary site plan and functional requirements.

d. Identify the best way to create site visibility via major search engines and resources used by current and potential students. (ie. Google, Facebook)

Phase II.  Site Architecture
Vendor will present recommended sitemap proposal based on information gathered and college website best practices.  Included in the sitemap will be a site outline of permissions for content liaisons based on their corresponding site responsibilities. 

Sitemap and site permissions outline must be discussed and approved by the Skyline Web Advisory Committee. 


Phase III.  Mock-ups
Vendor will provide three to five website prototypes for each of the following categories:

a. Splash Page

b. Tier I Pages

c. Tier II Pages

d. Department Pages

e. Program Pages

f. Services Pages

g. Faculty Pages

h. Staff Pages

These prototypes should show varied design directions, color palettes, etc. vendor should design with variations for medium in mind (web, print, P.D.A., etc.) Vendor will demo functionality and explanation of technical/implementation specifications.  Web Advisory Committee will make suggestions based on templates options and vendor will return with modified designs until a consensus has been reached. 
Phase VI. Detailed Design & Coding

Vendor will build templates into HTML and web scripting with OmniUpdate tags. Vendor will work with Web Support Analyst, Jasmine Witham, to populate the templates into OmniUpdate.

Phase V. Content Development

Vendor will provide a detailed plan for gathering information, photos and other assets (maps,

graphics, charts, etc.)  This plan will include a process for editing and refining current web content to make it ready for the new site.
Phase VI. Site Development

The vendor will begin populating the site in a test area. 

· Populate pages into site templates

· Prepare technical documentation

· Custom programming (Flash files, etc.)

· Migration Plan

· Create Departmental Web Maintenance Schedule

Phase VII. Testing 
The vendor should allow for and outline a process for testing among a varied and large-enough population for effective results.  Usability testing should include aspects such as: Color, attractiveness, navigation, message, readability, etc. Vendor will make refinements based on results.

VIII. Training 
Train content liaisons on how to maintain their website and develop reference documentation including writing for the web.

Phase IX.  Implementation

Launch new college website.

Phase X.  Searchability & Marketing

Vendor will present documentation on how the college can promote their site and increase traffic.

6) Deliverables

It is expected that at various points throughout this project the vendor will produce the following tangible documents, files or services.

Detailed Project Plan

· Needs Analysis

· Site Audit

· Requirements Document

· Site Map

· Site Permissions Outline
· 3-5 static layouts and variations for institutional hierarchy

· Web content needed (text, photos, files, etc.)

· Usability Testing Plan and Test Results

· Migration plan

· Identification and "training" of content providers/liaisons

· Create departmental web maintenance schedule

· Basics of writing for the web and training materials

· Searchability & Marketing Document
“Completion” of the project is defined as when the vendor delivers these items, and the site is launched.
Source Files

All files used to create webpages, templates, images, or other elements associated with

this project shall be delivered, and all copyrights transferred to the Skyline College Web

Advisory Committee prior to project completion. This includes, but is not limited to the following types of files, HTML, PHP, Javascript, CSS, Microsoft Word, PDF, Photoshop, TIFF, JPG, and Flash. Additionally, Skyline may make subsequent change to the site at its discretion. All rights of ownership will reside with Skyline.
Documentation

· Documentation file(s) explaining all delivered elements
· Code must be well commented with references to separate documentation
· PSD files must contain notes with references to separate documentation
· Style guide outlining proper display of content
· Maintenance schedules
· Documents to be used for training
7) Project Timeline

Skyline College anticipates that this project should take approximately one year. Upon award, Skyline College and vendor will agree on the project timeline, taking into account the academic year. The timeline should clearly indicate development, design, and user-interface stages, including user testing. Any plan developed must take into account long-term maintenance by Skyline staff, as well as development costs. The vendor’s failure to meet mutually established deadlines shall be considered a material breach of the contract, unless such failure is caused by acts of the College.   

	Dates and Timeframes
	

	Release of RFP 
	July 17, 2007
	

	Deadline for vendors’ submission of proposals
	Aug. 10, 2007
	

	Skyline screens proposals 
	August 13-24
	

	Vendor interviews
	Sept. 11- Sept. 14
	

	Tentative Dates and Timeframes
	

	Anticipated Award Approval
	Sept. 21
	 

	Assessment and Planning; College Kick Off Meeting
	Oct. 1 - Nov. 16
	Phase I: Assessment and Planning; Phase II: Architecture

	Design Directions
	Nov. 19 - Dec. 7
	Phase III: Mockups

	Finalizing Design
	Dec. 10- Dec. 20
	Phase III: Mockups

	Construction, Programming and Testing
	February - April
	Phase IV: Detailed Design and Coding; Phase V. Content Development; Phase VI. Site Development; Phase VII. Testing; VIII. Training 

	Implementation
	May- July
	Phase VII. Testing; VIII. Training; Phase IX.  VIII. Implementation; Phase IX.  Searchability & Marketing

	Formal, Public Launch
	August 1, 2008
	Phase IX.  VIII. Implementation; Phase IX.  Searchability & Marketing


8) Payment
Skyline will make payments only as completion of phases is achieved. Payment of final invoice will be made upon final acceptance of the site by Skyline College, following testing and successful implementation. 
9) Optional

Vendor should estimate hourly rate for consulting, if needed, after completion of the project. Also, Vendor should outline the charge for training, if needed, including travel expenses (if applicable.) 

10) Vendor Information

In addition to addressing the specifics outlined in this document and consideration of the conditions outlined below, proposals must also include the following details about your company on company letterhead:

· Company name

· Location(s)

· Description of company

· Description of the type of services you provide

· Company Philosophy

· Total # of designers, developers

· Avg. experience level of designers, developers, etc

· Description of facilities, equipment, physical resources

· List of current projects, as well as the scope and status of each project

· Financial statements

· Disclosure of complaints, current or pending actions, legal or otherwise

· Disclosure of possible conflicts of interest

· Provide three references (include educational organizations, if applicable)
· Portfolio of similar projects (live sites, completed within the past three years, and a brief explanation of the project)
· A summary of your process for development projects like ours that require working with a committee and getting input from college stakeholders and constituency groups including: Students (prospective and current), Faculty, Classified Staff, Administration and Community.

· Breakdown of hours and costs assigned to each of the project’s phases and an estimated total cost of the project.
V. Company & Signatory Page

Company Name: ________________________________________________

Business Address: _______________________________________________
Telephone: _____________________
Fax: ________________________

Email: ________________________________________________________

Hours of operation:
Weekdays: ___________________________________





Weekend: ____________________________________


Type of Firm: 
Corporation: _____
Proprietorship: _____




Partnership: ______
Joint Venture: ______


Other (please describe): ___________________________

Business License Number: _____________________________________
Number of years in business under firm name: _____________________

Full names of firm’s owners (> 10% ownership), officers and managing employees:

Has the firm changed its name within the past 3 years?
YES   FORMCHECKBOX 


NO   FORMCHECKBOX 

If yes, provide former

name(s): ______________________________________________________
(Copy Section V. and Appendices A&B and complete for each former firm name; attach to the current firm’s Proposal Questionnaire.)

Have there been any recent (within the last three years) changes in control/ownership of the firm? 

YES   FORMCHECKBOX 


NO   FORMCHECKBOX 

If yes, explain.

Have officers or principals of the firm ever had their business license suspended or revoked for any reason? 

YES   FORMCHECKBOX 


NO   FORMCHECKBOX 

If yes, please explain.
 Vendor Representative: __________________________________________________

Authorized Signature: ____________________________________________________

Print name: ____________________________________________________________ Date: __________________ 
Phone: _____________________________
    Email: ________________________
____________________________________________________________________________________________
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