REVISED: Per Addendum #5,  July 31, 2015

Proposal Format and Submission Requirements for RFP #7159

The respondent shall deliver one complete original proposal, and three (3) complete copies of the proposal to the Purchasing Department before the deadline. Respondents should also include one CD or Flash Drive containing a PDF of the complete original proposal. 

At the very beginning of the proposal, the respondent should include a letter of transmittal signed by an individual authorized to bind the contractor.

The respondent should repeat each of the following questions, followed by the answer and/or form. Answers should be concise, but complete. Respondents are expected to respond specifically to each question in this section.  Failure to respond to all applicable questions and form requirements in this section may result in rejection of the proposal.

1.  State the firm’s full company name and home office address.  Describe the organizational structure. List the name and occupation of those individuals serving on the organization’s Board of Directors, and list the name of any entity or person owning 10% or more of the organization.

2.  List the name, title, mailing address, telephone number, facsimile number and email address of the contact person for this proposal. The contact person must be authorized to sign this contract for the firm.

3. Describe the organization, management philosophy, and provide a brief history of the company. Describe your key competitive advantages.

 4.  List the individuals who will be working on the site: Team leader, designer(s), IT people, others.  Designate a point person for project and provide their contact information as well as all other team members working on this site. Provide a complete resume’ for each staff member who will be assigned to work on this project and explain how the proposed staff’s background, experience and knowledge will ensure the success of this project. Provide copies of staff’s relevant licenses, certifications, and awards.

Explain how the staff assigned to work on this project will be available throughout the engagement for regular consultation and will attend appropriate/required meetings with TNW to present ideas and to review designs for the proposed website.  

5.   Explain how the firm has a minimum of three (3) years recent experience designing websites for nonprofit and other commercial enterprises. Provide examples of URLs that you have built for both nonprofit and business entities.  Include contact information of references from other relevant clients. 

[bookmark: _GoBack]6.   Recommend CMS platform to be used and hosting requirements; offer two (2) suitable 
 	approaches to the CMS implementation. If open source program use, customize it. (Deleted as per addendum #5) 

7.  Recommend e-commerce process for fundraising, event payment, auto-gift receipt reply   messages and tracking platform (such as Network for Good, for example). (2-3 options with representative costs).

8. 	 Provide at least two (2) options for home page design and site navigation. (Deleted as per Addendum #1)

9. 	 Describe the testing and quality assurance protocol prior to launch.

10.  Describe the post-launch support and the level of maintenance you anticipate.

11.  Describe the details of the warranty your firm will provide for all deliverables.

12.  Describe the training your firm will provide to TNW staff for on-going CMS maintenance.

13.  Provide your fee structure, and a payment schedule to accomplish the scope of work. 
       Provide the number of rounds of revisions included in your price.

14.  Provide a timetable for completion of the scope of work (all deliverables).

15.  Include the Non- Collusion Form and the Insurance Procedure Form with your proposal.
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