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PUBLIC NOTICE
*************************************************

State of Maine

Department of Economic and Community Development
RFP#201707129
“Maine Made” Website Design and Hosting
The State of Maine is seeking proposals for the redesign and development of the existing Maine Made website.  

A copy of the RFP, as well as the Question & Answer Summary and all amendments related to this RFP, can be obtained at the following website: http://www.maine.gov/purchases/venbid/rfp.shtml
Proposals must be submitted to the State of Maine Division of Purchases, located at the Burton M. Cross Office Building, 111 Sewall Street - 4th Floor, Augusta, ME 04330.  Proposals must be submitted by 4:00 pm, local time, on August 17, 2017, when they will be opened.  Proposals not received at the Division of Purchases’ aforementioned address by the aforementioned deadline will not be considered for contract award.

*************************************************

RFP DEFINITIONS/ACRONYMS
The following terms and acronyms shall have the meaning indicated below as referenced in this RFP:
1. RFP: Request for Proposals
2. State: State of Maine
3. Department: Department of Economic and Community Development
4. CMS: Content Management System
5. CRM: Customer Relationship Management
6. SEO:  Search Engine Optimization
State of Maine - Department of Economic and Community Development
Office of Community Development/Maine Made
RFP#201707129
“Maine Made” Website Design and Hosting
PART I
INTRODUCTION

A.
Purpose and Background
The Department of Economic and Community Development (“Department”) is seeking proposals for the redesign and development of the Maine Made website as defined in this Request for Proposals (RFP) document.  This document provides instructions for submitting proposals, the procedure and criteria by which the Provider(s) will be selected and the contractual terms which will govern the relationship between the State of Maine (“State”) and the awarded Bidder(s).

The Maine Made program is a member-driven, publicly funded, non-profit entity that helps to market/introduce Maine-made products to a global audience, offers business development services to members, serves as a database of over 2,100 Maine businesses to meet the needs of both the consumer and wholesale economies.  The program was established by the Maine State Legislature over 30 years ago as “a program of marketing assistance to Maine producers of consumer goods through publication of a wholesale Buyer’s Guide, trade show support, technical assistance, and other promotional activities.  The Maine Made program, through its marketing strategies, presents an image of Maine which is one of very high quality products and reliable producers.”  
With the advent of the internet, the publication of the Wholesale Buyer’s Guide has evolved to a website with profiles for all members that wish to have a profile listed.
B.
General Provisions

1. From the time this RFP is issued until award notification is made, all contact with the State regarding this RFP must be made through the aforementioned RFP Coordinator.  No other person/ State employee is empowered to make binding statements regarding this RFP.  Violation of this provision may lead to disqualification from the bidding process, at the State’s discretion.

2. Issuance of this RFP does not commit the Department to issue an award or to pay expenses incurred by a Bidder in the preparation of a response to this RFP.  This includes attendance at personal interviews or other meetings and software or system demonstrations, where applicable.

3. All proposals should adhere to the instructions and format requirements outlined in this RFP and all written supplements and amendments (such as the Summary of Questions and Answers), issued by the Department.  Proposals are to follow the format and respond to all questions and instructions specified below in the “Proposal Submission Requirements” section of this RFP.
4. Bidders shall take careful note that in evaluating a proposal submitted in response to this RFP, the Department will consider materials provided in the proposal, information obtained through interviews/presentations (if any), and internal Departmental information of previous contract history with the Bidder (if any).  The Department also reserves the right to consider other reliable references and publicly available information in evaluating a Bidder’s experience and capabilities.

5. The proposal shall be signed by a person authorized to legally bind the Bidder and shall contain a statement that the proposal and the pricing contained therein will remain valid and binding for a period of 180 days from the date and time of the bid opening.

6. The RFP and the selected Bidder’s proposal, including all appendices or attachments, shall be the basis for the final contract, as determined by the Department.
7. Following announcement of an award decision, all submissions in response to this RFP will be considered public records available for public inspection pursuant to the State of Maine Freedom of Access Act (FOAA) (1 M.R.S. §§ 401 et seq.).
http://www.mainelegislature.org/legis/statutes/1/title1sec401.html 
8. The Department, at its sole discretion, reserves the right to recognize and waive minor informalities and irregularities found in proposals received in response to this RFP.
9. The State of Maine Division of Purchases reserves the right to authorize other Departments to use the contract(s) resulting from this RFP, if it is deemed to be beneficial for the State to do so.
10. All applicable laws, whether or not herein contained, shall be included by this reference.  It shall be the Bidder’s responsibility to determine the applicability and requirements of any such laws and to abide by them.
C.
Eligibility to Submit Bids
All interested parties are invited to submit bids in response to this Request for Proposals.
D.
Contract Terms
The Department is seeking a cost-efficient proposal(s) to provide services, as defined in this RFP, for the anticipated contract period defined in the table below.  Please note that the dates below are estimated and may be adjusted, as necessary, in order to comply with all procedural requirements associated with this RFP and the contracting process.  The actual contract start date will be established by a completed and approved contract.
Contract Renewal:  Following the initial term of the contract, the Department may opt to renew the contract for two renewal periods, as shown in the table below, and subject to continued availability of funding and satisfactory performance.

The term of the anticipated contract, resulting from this RFP, is defined as follows:

	Period
	Start Date
	End Date

	Initial Period of Performance
	September 1, 2017
	August 31, 2019

	Renewal Period #1
	September 1, 2019
	August 31, 2020

	Renewal Period #2
	September 1, 2020
	August 31, 2021


E.
Number of Awards
The Department anticipates making one award as a result of this RFP process.

PART II
SCOPE OF SERVICES TO BE PROVIDED


 A.   
Background Information

The Maine Made program is a member-driven, publicly funded, non-profit entity that helps to market/introduce Maine-made products to a global audience, offers business development services to members, serves as a database of over 2,100 Maine businesses to meet the needs of both the consumer and wholesale economies.  The program was established by the Maine State Legislature over 30 years ago as “a program of marketing assistance to Maine producers of consumer goods through publication of a wholesale Buyer’s Guide, trade show support, technical assistance, and other promotional activities.  The Maine Made program through its marketing strategies, presents an image of Maine which is one of very high quality products and reliable producers.”  The program is funded through the Maine Department of Economic and Community Development.

In the mid-to-late 1990’s the program shifted its focus of a printed wholesale buyers guide to the development of a comprehensive website to reach a wider audience and give members more control over their business profile.  The site allowed for the addition of new member profiles by the site administrator at a rate of 1-3 per month.  The program has grown such that between 20-35 companies apply each month, with 10-12 being approved for inclusion into the program.

In the early 2000’s, the site was redesigned (using .asp & SQL database technology) and improved with new features, functionality, and administrator updating capabilities.  This update included an improved user interface, more granular member categorization, expanded retail and wholesale areas, and geographical filtering for both member profiles and retail locations.  The site backend was improved, providing members with a powerful content management system (that allowed for seamless editorial control of their profile with a statistics module that enabled members to track traffic to their profiles on a daily basis.  Up through August of 2016 the site experienced a number of minor upgrades and enhancements.

Current situation: Due to a hosting migration failure in August 2016 the site crashed, all data on members, ecommerce, retail information, etc. was irretrievable in a format that could easily transition into a new site.  A majority of the static areas of the site can be seen and navigated via “Wayback Machine” (https://web.archive.org/web/20160316165820/http://www.mainemade.com/ ).   As a result, a temporary site was constructed and launched (November 2016) to keep program awareness in the forefront of the consumer and to serve as the framework for a more inclusive site for which this RFP is intended.  Improved technologies were employed on the new site i.e. mobile responsiveness, online catalogue, events calendar, and photographs.

B.
Project Overview

Maine Made is seeking bids for a new website to enhance the existing www.mainemade.com , including the systems to support it. The project will include the development of a design(s) that meet the criteria specified herein as well as additional input from the client (Maine Made), coding of the site, development and integration of functional systems including a Content Management System (CMS) and Customer Relationship Management (CRM) system, responsive web design, support for multiple forms of content including a growing video library, fully testing the site and its functionality, training the client and deploying the site. 

C.
Maine Made goals and objectives
Maine Made’s website is an important channel for communicating and engaging members, potential members, wholesale buyers, and consumers.  Our primary goals and objectives are:
1.   To communicate with potential members about the benefits and services Maine Made offers.
2.   To provide a platform for potential members to submit an application to Maine Made.
3.   To provide easily accessible resources for members and retailers on a variety of subjects for

     growth and development.
4.   To communicate with all constituents about events, share newsletter, and opportunities.
5.   To provide potential consumers, wholesale buyers, and retail establishments the information

              they need to find and purchase member products.
D.
Website Users

There are a number of visitors to Maine Made’s website.  These visitors come to the site for a variety of purposes and information.  A list of the various users and what they use the site for follows:
1.  Very early stage entrepreneurs’/product development - looking for general information and

     guidance about starting a business and/or to apply for membership to Maine Made.

2.   Growing small businesses – has a product, website, ecommerce and is seeking information on

  how to join Maine Made, searching for workshops and vendor events, and searching for retail      locations that may want to carry their product.

3.   Established business – seeking information on how to become a member to utilize the Maine Made branding, attend workshops, and may need trade show assistance.

4.   Consumers (globally) – seeking products made in Maine for direct purchase, seeking retail 
locations to shop for Maine made products (geographically) if they’re visiting the state, and

searching for galleries offering “hands-on” demonstrations and workshops.

5.   Retailers (Maine based) - brick and mortar locations where 70% or more of their inventory is

     Made in Maine seeking new products for their inventory.

6.   Wholesale buyers (in-state and out-of-state/country) - seeking Maine made products for their 
     boutiques, restaurants, shops, etc.
7.   Media – seeking interesting public interest stories about the makers and products they make.

 E.
Front End Site Requirements

1.   Content: The site must present all forms of content including articles, images, graphics, video, and other materials presented on the site including data stored in a database with dynamic map displayed information. Such information will include the name, address, contact information, description and logo and or image(s) related to the specific content item. Such content must also be selectable based on the type of business or location (within a radius of a zip code (entered by user)).

2.   Video/multi-media support – The new site must support a growing library of recorded media including videos, webinars, and related content, and efficiently manage hosting and optimize display of these media.

3.   User driven dynamic navigation - Designed to help site users more quickly and easily find the content they need.
Maine Made has a very robust calendar that consolidates events from many organizations and is a resource for users. Our calendar is a list and calendar format presentation of all Maine Made events and events of partners and other organizations.  The calendar should provide detailed information about events, link to registration forms, and provide the ability to filter, sort, search, and link to personal calendars using .ics or .vcs formats. It should also link to a map to show the location of the event, and enable users to search for events and filter events based on key criteria (e.g., location, topic). It must provide the ability for partners and 3rd party organizations to enter their event information, which must be reviewed and approved by Maine Made before posting.   A “Suggest an Event” function would allow partner organizations to submit an event for Maine Made to consider posting to its calendar.  The current site is utilizing The Events Calendar. It would be preferable to continue with this format as long as the user can filter calendar events i.e. Workshops, Shows, Fairs.
4.   Search – The Maine Made website will offer an advanced search function to allow users to: 


a) search within a section of the site, 


b) filter search results, 


c) segment search results by type of content and 


d) specify multiple criteria in searches.

5.   Interactive Maps – Interactive maps will be used to convey information about events, members, retailers, and business resources to more effectively assist and engage with site users. Development of the structure and format of a database(s) including all required information to be presented and displayed on the map(s) is part of this RFP. The database application must permit Maine Made to easily add and/or update information in the database(s). The user should be able to select from multiple criteria to determine what is displayed on the map. Symbols on the map should be specific to the selected information. For example, symbols for members and retail locations should open to display information including Name, Town, County, Phone, Hours of Operation (if applicable), Product Category, and Descriptive Summary (25-50 words). Data filters should include town, product category, and differentiation to member/retail store. In addition to the map, users should also be able to view a list of records based on their selection and to filter the list as well.

6.   Site Referral and User Actions – Users should be able to “share” the site page they are on by clicking a button that will automatically send the site page link via email to a designated party(s). Information of the user (referrer) and the recipient (referee) should be logged to the CRM system. Users should also be able to easily bookmark the site/page with a simple click on an icon. Links to related social media sites must be available on each page. 

7.   Ecommerce –   Maine Made offers branding Point of Sale materials to its members.  Historically, this was done through 3rd party online processing.  The State of Maine now offers PayMaine Payment Portal as a quick, safe, and secure method of payment.  PayMaine (http://www.maine.gov/treasurer/paymaine/index.html) would be integrated into the site in the Member Resources section to allow members to complete online transactions with the Maine Made program, with customized confirmation/receipt acknowledgement.  Maine Made may also utilize this portal as a means to receive payments via invoice, and for workshop registrations.  
8.   Hosting & Security – Maine Made requires high-end hosting for the new site. The site must have 24x7 support, automatic CMS updates, automated backups stored for at least 30 days and the ability to set up staging sites as needed. Hosting services must offer regular content backups and extensive, industry standard failsafes in place. Contact forms will protect email addresses from spam.  Managed (vs. shared) hosting is a crucial requirement and the plan selected must scale to handle traffic spikes and have no bandwidth cap limitations. The selected plan must also offer a minimum of 10 included email addresses for various program contacts.  The new site will require testing and approvals prior to launch.
The Maine Made site must meet State of Maine Remote Hosting policy rules http://www.maine.gov/oit/policies/RemoteHostingPolicy.pdf.   

F.
Site Admin Requirements

1.   Content Management System (CMS) – To support the effectiveness of the new website Maine Made requires a CMS that offers excellent functional control, is flexible and extensible, is either open-source or a major branded system (WordPress, Drupal, HubSpot), and is flexible in allowing for new template and page designs as needed. The CMS must manage all types of content and varying page templates and layouts including development of custom layouts and templates to meet evolving needs.  It would be preferable to stay with Wordpress and build upon the current site.  The CMS must be consumed as a managed service.
2.   Workflow Management – Maine Made requires that the proposed solution support a publishing and approval workflow for selected content (e.g. event submissions, articles, etc.), allowing content to be created and then held in an un-published state until approved by selected administrators or until a specified date.

Maine Made seeks to make more effective use of various online outlets to promote its programs and events effectively. This includes an email management tool (Constant Contact), site and social media management and assessment tools, site analytics (Google Analytics) and related applications and services, allowing Maine Made to take advantage of the full capability of online marketing.

The proposed solution should provide a simple administrative user interface with a minimal learning curve.

G.
Site Design Requirements

   The site will follow the brand that has already been developed.

Logo and color standards will be provided.
The new website must focus on a clean and media rich, thoroughly modern mobile responsive interface that unequivocally succeeds on desktop, laptop and mobile devices.

The new Maine Made website must conform to best practices and modern standards of web design.  The site must meet Accessibility standards http://www.maine.gov/oit/policies/WebAccessibilityUsabilityPolicy.pdf.  
Nevertheless, there are many aspects of design and style that can be defined and specified based on preferences. There are a number of design elements Maine Made will specify directly and by way of samples of other websites exhibiting the design style and preferences. The elements of design preferred by Maine Made include:

1. Clean, Crisp, Classic

2. Reflective technology

3. Fonts should be readable, crisp, and reflective of craftsmanship – similar to the ones used on the current site

4. Use of high resolution square images wherever possible as many of the photos will be shared from member’s Instagram photo libraries.

5. Simple primary navigation with one level of sub-navigation presented
H.
Information Architecture and Content 

Information architecture and a usable design of navigational elements is a key aspect of this project. The selected vendor will be expected to work with and help Maine Made develop a user-friendly, well-structured information architecture.
The Maine Made website needs to provide easy access to a variety of content, including content about Maine Made and its members, uninterrupted navigation for visitors and wholesale buyers, and business assistance links for entrepreneurs and larger companies, etc. Maine Made aspires to be the resource for valuable content related to marketing the unique and diverse products created in Maine.  Most content will be Maine Made originated content. However, content originated by others will also be included in the new website. The CMS must be set up in such a way that allows for identification of all content sources. The expectation is that a majority of the current site content will be utilized as part of this project. It is our understanding that the content may be reorganized and reformatted.   The current website provides a foundation of reference as to the approximate quantity of content that will be included in the new site, with the exception of the over 2,100 member profiles.

The following are some of, but not all, the types of content to be included on the site:

1.
Maine Made Program Info

2.
Maine Made member benefits

3.
Product of the month feature

4.
Currently displayed at Bangor International Airport

5.
A link to monthly newsletter (Constant Contact)

6.
Member profiles – detailed information about members/products

7.
Application information and process

8.
Event information submitted via “Suggest an Event”, reviewed by Maine Made 

9.
Partner information and links

10.
Images and graphics supporting all content types

11.
Social media feeds and posts to provide cross-channel integration

I.      Site Update Requirements

Maine Made requires full access to update via a system – (WYSIWYG editors are preferred) – and we have investigated several potential platforms. These include Wordpress, Droopal, Hubspot, and similar WYSIWYG editors that also allow for full control of all site aspects from a technical perspective. Webmaster vs “Content Creator” roles are an issue that any site update system would need to accommodate.

Reducing the data entry tasks done by Maine Made staff (by introducing task automation, workflows, and empowering members) surrounding member applications is at the top of the priority list.  Site administrative duties must be lessened via the new CMS. The CMS must be simple to use and provide a seamless process for reviewing, editing, and accepting new applicants along with their data and product images.

System Administrators must be provided with functionality that allows new member applicants to be placed in a pending status queue.  Administrators must be able to then easily edit and

remove any inconsistencies in the member provided information.  Once accepted, administrators should be able to submit the members directly to the public site through a simple form submission, thus reducing data entry to only minor corrections when needed.

The CMS should also allow for properly formatted images (provided to the size and resolution

specifications designated by the staff) to be uploaded directly to the member’s profile page

through this area of the site during the review/accept process. The System Administration CMS will also be enhanced to allow staff to designate and create new member categories as needed.  Further improvements include: ease of publishing member contributed content, embedded data gathering for reporting, targeted marketing efforts, and an online contact form with information needed for a quick follow-up.

Administrative duties will also be automated for areas of the site where updates occur on a

frequent basis (i.e., displaying Bangor International Airport product displays and the Monthly

Giveaway promotions).

J.    Social Media Integration

Social media channel integration best practices are to be part of the new website. This may include one or more social media channel feeds.  With Facebook being Maine Made’s go-to social media (www.facebook.com/MaineMade ), integration of daily posts would be most advantageous to visitors to Maine Made’s website. The site should support the display of social media elements on each page including icons and share buttons.

 K.
Internet Marketing and SEO

An unfortunate byproduct of the Maine Made pre-August 2016 website using an antiquated, non-mobile responsive platform for a long period of time is that the site’s search engine rankings have gone down over the years. Improving these rankings is a must for the new site.  While no specific Internet Marketing or SEO work is being requested, the requirements here are meant to indicate that the site must be compatible with proper web marketing methodologies. However, as an option, RFP respondents may offer SEO services for initial site setup and launch or as an ongoing service or both.

1.
Control individual page titles and meta descriptions

2.
Robots Meta configuration

3.
Canonical

4.
Breadcrumbs

5.
Permalink clean up

6.
XML Sitemaps

7.
RSS enhancements

8.
Edit robots.txt
Maine Made’s new website needs to support organic search and search engine marketing capabilities in several ways. First, the site must be designed to be accessible to search engines. Pages and content should be structured to use keywords and key phrases that are fundamental to Maine Made’s members and website users, and Maine Made’s goals and objectives. The site should comply with all the technical requirements for optimum search engine visibility and response including tagging all images, using headers appropriately, naming pages and sections effectively, and creating a robots.txt file.

L.
Analytics
Google Analytics – the site will employ Google analytics on each page for monitoring and tracking site usage. Generating and inserting proper tracking code on each page of the website will be the responsibility of the selected vendor.

M.
Security Issues

1.
The site will need to use appropriate methods to secure all user submitted information,

      including SSL form submission.

2.
The site will need to use appropriate methods to secure and harden the platform/systems to prevent unauthorized access.  The site must be periodically updated/maintained to assure the platform/systems are secure.

3.
The site will conform to State of Maine Information Security policy, http://www.maine.gov/oit/policies/SecurityPolicy.pdf .

N.
Compatibility Detection and Alert

The intention is for the site to be responsive design but please also plan for design and development that is:

1.
Cross Browser Compatible

2.
Respondent should make a list of compatible browsers as part of proposal

3.
Detect, alert and redirect users for browser upgrade (aka your browser should be upgraded)

4.
Detect, alert and redirect users to upgrades of embedded systems (e.g., Java)

O.
Hosting

Maine Made would like the respondent to include a recommendation and quotation for hosting the website and related applications listing anticipated annual costs.  The details and quotation for hosting should be included as a separate line item in the proposal.

P.
Service Level
1.
Please describe your service level and what should be expected.

2.
Return communications typical timeframe

3.
Emergency communications process and procedure

Q.    Application New Releases and Upgrades

Periodically new releases and upgrades of Maine Made will occur to introduce new functions and to maintain software version support and currency.  Provider shall conform to the State of Maine Application Deployment Policy.  http://www.maine.gov/oit/policies/Application-Deployment-Certification.pdf 
R.    Ownership

   Maine Made shall own the application(s) and all content created through the contract resulting from this    

   RFP.  Maine Made shall retain ownership of all internet domain names/sites related to the service.  At 
   conclusion of the contract, Maine Made may continue with the existing provider or choose to move the 
   application to another provider.  At that time, the provider shall aid Maine Made execute the transition.   

   To maintain website support and hosting flexibility Maine Made requires that all software tools used in 
   the application be common tools used by the web development and hosting industry.  For security, 
   support and performance reasons, Maine Made also requires that all software environments and tools be 
   maintained at currently supported software versions.
S.    Anticipated Timeline

Priority must be given to the creation/implementation of a CMS to allow members to enter data for their individual profiles prior to the up-coming holiday shopping season.  

Contract Award:














September 1, 2017

Confirmation of project scope, deliverables and project plan


October 1, 2017
History information Load












November 15, 2017

Maine Made Test Site Delivery and Approval





Ongoing as features/elements added
Maine Made Production Site Successful Go-Live





March 1, 2018
PART III
KEY RFP EVENTS
A. Questions

1.
General Instructions


a.
It is the responsibility of all Bidders and other interested parties to examine the entire RFP and to seek clarification, in writing, if they do not understand any information or instructions.
b.
Bidders and other interested parties should use Appendix E – Submitted Questions Form – for submission of questions.

c. 
The Submitted Questions Form must be submitted by e-mail and received by the RFP Coordinator, identified on the cover page of this RFP, as soon as possible but no later than the date and time specified on the RFP cover page.

d.
Submitted Questions must include the RFP Number and Title in the subject line of the e-mail.  The Department assumes no liability for assuring accurate/complete/on time e-mail transmission and receipt.
2.
Question & Answer Summary: Responses to all questions will be compiled in writing and posted on the following website no later than seven (7) calendar days prior to the proposal due date: http://www.maine.gov/purchases/venbid/rfp.shtml.  It is the responsibility of all interested parties to go to this website to obtain a copy of the Question & Answer Summary.  Only those answers issued in writing on this website will be considered binding.
B. Amendments

All amendments released in regard to this RFP will also be posted on the following website: http://www.maine.gov/purchases/venbid/rfp.shtml.  It is the responsibility of all interested parties to go to this website to obtain amendments.  Only those amendments posted on this website are considered binding.
C. Submitting the Proposal
1. Proposals Due: Proposals must be received no later than 4:00 p.m. local time, on the date listed on the cover page of this RFP, at which point they will be opened.  Proposals received after the 4:00 p.m. deadline will be rejected without exception.
2. Mailing/Delivery Instructions: The official delivery site is the State of Maine, Division of Purchases (Please refer to the RFP cover page for submission address).
a. 
Only proposals received at the official delivery site prior to the stated deadline will be considered.  Bidders submitting proposals are responsible for allowing adequate time for delivery.  Postmarks do not count and fax or electronic mail transmissions of proposals are not permitted.  Any method of hardcopy delivery is acceptable, such as US Mail, in-person delivery by Bidder, or use of private courier services.



b. 
The Bidder must send its proposal submission in a sealed package and must include an original, signed copy and one electronic copy of their complete proposal.  The electronic copy of the proposal must be provided on USB flash drive with the complete narrative and attachments in MS Word format.  Any attachments that cannot be submitted in MS Word format may be submitted as Adobe (.pdf) files.
c.
Bidders’ submission packages are to be clearly labeled and contain the following information:
- 
Proposal submission address provided on the RFP cover page

- 
The Bidder’s full business name and address

- 
The RFP Number and Title
d.
 Bidder’s submission package must include:

- 
Proposal Cover Page (Appendix A)

- 
Debarment, Performance and Non-Collusion Certification (Appendix B)

- 
Sealed Qualifications and Experience & Proposed Services packet (Appendix C and all related/required attachments)

- 
Sealed Cost Proposal packet (Appendix D and all related/required attachments)
PART IV 
PROPOSAL SUBMISSION REQUIREMENTS
This section contains instructions for Bidders to use in preparing their proposals. The Bidder’s proposal must follow the outline used below, including the numbering and section and sub-section headings as they appear here.  Failure to use the outline specified in this section, or to respond to all questions and instructions throughout this document, may result in the proposal being disqualified as non-responsive or receiving a reduced score.  The Department, and its evaluation team for this RFP, has sole discretion to determine whether a variance from the RFP specifications should result in either disqualification or reduction in scoring of a proposal.  Rephrasing of the content provided in this RFP will, at best, be considered minimally responsive. The Department seeks detailed yet succinct responses that demonstrate the Bidder’s experience and ability to perform the requirements specified throughout this document.

A. Proposal Format
1. All pages of a Bidder’s proposal should be numbered consecutively beginning with number 1 on the first page of the narrative (this does not include the cover page or table of contents pages) through to the end, including all forms and attachments.  For clarity, the Bidder’s name should appear on every page, including Attachments.  Each Attachment must reference the section or subsection number to which it corresponds.
2. The Bidder is asked to be brief and concise in responding to the RFP questions and instructions.
3. The Bidder may not provide additional attachments beyond those specified in the RFP for the purpose of extending their response.  Additional materials not requested will not be considered part of the proposal and will not be evaluated.
4. Include any forms provided in the submission package or reproduce those forms as closely as possible.  All information should be presented in the same order and format as described in the RFP.
5. It is the responsibility of the Bidder to provide all information requested in the RFP package at the time of submission.  Failure to provide information requested in this RFP may, at the discretion of the Department’s evaluation review team, result in a lower rating for the incomplete sections and may result in the proposal being disqualified for consideration.
6. The Bidder should complete and submit the “Proposal Cover Page” provided in Appendix A of this RFP and provide it with the Bidder’s proposal.  The cover page must be the first page of the proposal package.  It is important that the cover page show the specific information requested, including Bidder address(es) and other details listed.  The proposal cover page shall be dated and signed by a person authorized to enter into contracts on behalf of the Bidder.
7. The Bidder should complete and submit the “Debarment, Performance and Non-Collusion Certification Form” provided in Appendix B of this RFP.  Failure to provide this certification may result in the disqualification of the Bidder’s proposal, at the discretion of the Department.
B. Proposal Contents 
Section I   Organization Qualifications and Experience

1. Overview of the Organization
The Bidder is to complete Appendix C (Qualifications and Experience Form) describing their qualifications and skills to provide the requested services in this RFP.  The Bidder is also to include three examples of projects which demonstrate their experience and expertise in performing these services as well as highlighting the Bidder’s stated qualifications and skills.
Section II   Proposed Services
1. Services to be Provided


Discuss the Scope of Services referenced above in Part II of this RFP and what the Bidder will offer.  Give particular attention to describing the methods and resources you will use and how you will accomplish the tasks involved.  Also, describe how you will ensure expectations and/or desired outcomes as a result of these services will be achieved.  If subcontractors are involved, clearly identify the work each will perform.
2. Implementation - Work Plan

Provide a realistic work plan for the implementation of the program through the first contract period.  Display the work plan in a timeline chart.  Concisely describe each program development and implementation task, the month it will be carried out and the person or position responsible for each task.  If applicable, make note of all tasks to be delegated to subcontractors.
Section III   Cost Proposal
1. General Instructions

a. The Bidder must submit a cost proposal that covers the entire period of the initial contract.  Please use the expected “Initial Period of Performance” dates stated in PART I, D.
b. The cost proposal shall include the costs necessary for the Bidder to fully comply with the contract terms and conditions and RFP requirements.
c. No costs related to the preparation of the proposal for this RFP or to the negotiation of the contract with the Department may be included in the proposal.  Only costs to be incurred after the contract effective date that are specifically related to the implementation or operation of contracted services may be included.
2. Cost Proposal Form Instructions
The Bidder should fill out Appendix D (Cost Proposal Form), following the instructions detailed here and in the form.   Failure to provide the requested information, and to follow the required cost proposal format provided, may result in the exclusion of the proposal from consideration, at the discretion of the Department.

Section IV   Maine Business

For the purpose of this RFP, a Maine Business is one that currently meets each of the following criteria:

1. Physical location within the borders of Maine;

2. Employment of at least one Maine resident; and

3. Subject to State of Maine taxes such as:

a. Business Income or Corporate Income

b. Property

c. Employment – Unemployment, worker’s compensation

Using the above criteria, the Bidder is to indicate if they are a Maine Business or not by responding to the question “Are you a Maine Business as defined in this RFP?” on the Proposal Cover Page (Appendix A).  The use of this information in making contract award decisions is required in accordance with Executive Order 2017-003, which states “Evaluators of competitive bids for goods and services shall give consideration to the investment in the State by business enterprises as a best-value criterion.  Consideration for Maine business enterprises may result in low cost or top scoring bids not being considered as the best-value for the State of Maine.”
PART V 
PROPOSAL EVALUATION AND SELECTION
Evaluation of the submitted proposals shall be accomplished as follows:

A. Evaluation Process - General Information
1. An evaluation team, comprised of qualified reviewers, will judge the merits of the proposals received in accordance with the criteria defined in the RFP, and in accordance with the most advantageous financial and economic impact considerations (where applicable) for the State.
2. Officials responsible for making decisions on the selection of a contractor shall ensure that the selection process accords equal opportunity and appropriate consideration to all who are capable of meeting the specifications.  The goals of the evaluation process are to ensure fairness and objectivity in review of the proposals and to ensure that the contract is awarded to the Bidder whose proposal provides the best value to the State of Maine.
3. The Department reserves the right to communicate and/or schedule interviews/presentations with Bidders if needed to obtain clarification of information contained in the proposals received, and the Department may revise the scores assigned in the initial evaluation to reflect those communications and/or interviews/presentations.  Interviews/presentations are not required, and changes to proposals will not be permitted during any interview/presentation process.  Therefore, Bidders should submit proposals that present their rates and other requested information as clearly and completely as possible.

B. Scoring Weights and Process
1. Scoring Weights: The score will be based on a 100-point scale and will measure the degree to which each proposal meets the following criteria.

Section I.  Organization Qualifications and Experience (35 points)


Includes all elements addressed above in Part IV, B, Section I.
Section II.   Proposed Services (35 points)  

Includes all elements addressed above in Part IV, B, Section II.
Section III.  Cost Proposal (30 points) 

Includes all elements addressed above in Part IV, B, Section III.
2. Scoring Process:  The review team will use a consensus approach to evaluate and score Sections I & II above.  Members of the review team will not score those sections individually but, instead, will arrive at a consensus as to assignment of points for each of those sections.  Section III, the Cost Proposal section, will be scored as described below in #3.  

a. If the Bidder receiving the highest number of evaluation points for all sections is a Maine business, as defined in PART IV, B, Section IV, the contract award will be made to that Bidder.

b. If the Bidder receiving the highest number of evaluation points for all sections is a non-Maine business, the following will apply:

· The review team will determine if any Maine businesses are within a “competitive range”.  Competitive range is defined as a proposal having a total Section I & II score within 5 points of the top bidder’s Section I & II score.
· If there are any Maine businesses that score within the competitive range, the total proposed costs for the Bidder receiving the highest number of evaluation points and all Maine businesses in the competitive range will be compared.  For comparison purposes, all Maine businesses will receive a 5% reduction to their total proposed cost.  The contract award will be made to the lowest total proposed cost after the 5% reduction has been applied.
3. Scoring the Cost Proposal: The total cost proposed for conducting all the functions specified in this RFP will be assigned a score according to a mathematical formula.  The lowest bid will be awarded 30 points.  Proposals with higher bids values will be awarded proportionately fewer points calculated in comparison with the lowest bid.

The scoring formula is:

(Lowest submitted cost proposal / Cost of proposal being scored) x 30 = pro-rated score

No Best and Final Offers: The State of Maine will not seek a best and final offer (BAFO) from any Bidder in this procurement process.  All Bidders are expected to provide their best value pricing with the submission of their proposal.

4. Negotiations:  The Department reserves the right to negotiate with the successful Bidder to finalize a contract at the same rate or cost of service as presented in the selected proposal.  Such negotiations may not significantly vary the content, nature or requirements of the proposal or the Department’s Request for Proposals to an extent that may affect the price of goods or services requested.  The Department reserves the right to terminate contract negotiations with a selected respondent who submits a proposed contract significantly different from the proposal they submitted in response to the advertised RFP.  In the event that an acceptable contract cannot be negotiated with the highest ranked Bidder, the Department may withdraw its award and negotiate with the next-highest ranked Bidder, and so on, until an acceptable contract has been finalized.  Alternatively, the Department may cancel the RFP, at its sole discretion.
C. Selection and Award
1.
The final decision regarding the award of the contract will be made by representatives of the Department subject to approval by the State Procurement Review Committee.

2.
Notification of contractor selection or non-selection will be made in writing by the Department.

3.
Issuance of this RFP in no way constitutes a commitment by the State of Maine to award a contract, to pay costs incurred in the preparation of a response to this request, or to pay costs incurred in procuring or contracting for services, supplies, physical space, personnel or any other costs incurred by the Bidder. 

4.
The Department reserves the right to reject any and all proposals or to make multiple awards. 

D. Appeal of Contract Awards 
Any person aggrieved by the award decision that results from this RFP may appeal the decision to the Director of the Bureau of General Services in the manner prescribed in 5 MRSA § 1825-E and 18-554 Code of Maine Rules, Chapter 120 (found here: http://www.maine.gov/purchases/policies/120.shtml).  The appeal must be in writing and filed with the Director of the Bureau of General Services, 9 State House Station, Augusta, Maine, 04333-0009 within 15 calendar days of receipt of notification of contract award.

PART VI
CONTRACT ADMINISTRATION AND CONDITIONS
A. Contract Document
1.
The successful Bidder will be required to execute a contract in the form of a State of Maine Agreement to Purchase Services (BP54-IT).  A list of applicable Riders is as follows:


Rider A: Specification of Work to be Performed


Rider B: Method of Payment and Other Provisions

Rider C: Exceptions to Rider B 


Rider D: (Optional; for use by Department) 

Rider E: (Optional; for use by Department)

Rider G: Identification of Country in Which Contracted Work Will Be Performed

The complete set of standard BP54 contract documents may be found on the Division of Purchases website at the following link: http://www.maine.gov/purchases/info/forms/BP54_IT.docx

Other forms and contract documents commonly used by the State can be found on the Division of Purchases website at the following link: http://www.maine.gov/purchases/info/forms.html
2.
Allocation of funds is final upon successful negotiation and execution of the contract, subject to the review and approval of the State Procurement Review Committee.  Contracts are not considered fully executed and valid until approved by the State Procurement Review Committee and funds are encumbered.  No contract will be approved based on an RFP which has an effective date less than fourteen (14) calendar days after award notification to Bidders.  (Referenced in the regulations of the Department of Administrative and Financial Services, Chapter 110, § 3(B)(i): 

http://www.maine.gov/purchases/policies/110.shtml

This provision means that a contract cannot be effective until at least 14 days after award notification.

3.
The State recognizes that the actual contract effective date depends upon completion of the RFP process, date of formal award notification, length of contract negotiation, and preparation and approval by the State Procurement Review Committee.  Any appeals to the Department’s award decision(s) may further postpone the actual contract effective date, depending upon the outcome.  The contract effective date listed in this RFP may need to be adjusted, if necessary, to comply with mandated requirements.

4. In providing services and performing under the contract, the successful Bidder(s) shall act as an independent contractor and not as an agent of the State of Maine.
B. Standard State Agreement Provisions
1.
Agreement Administration
a.
Following the award, an Agreement Administrator from the Department will be appointed to assist with the development and administration of the contract and to act as administrator during the entire contract period.  Department staff will be available after the award to consult with the successful Bidder in the finalization of the contract. 

b.
In the event that an acceptable contract cannot be negotiated with the highest ranked Bidder, the Department may withdraw its award and negotiate with the next-highest ranked Bidder, and so on, until an acceptable contract has been finalized.  Alternatively, the Department may cancel the RFP, at its sole discretion.
2.  
Payments and Other Provisions
The State anticipates paying the Contractor on the basis of net 30 payment terms, upon the receipt of an accurate and acceptable invoice.  An invoice will be considered accurate and acceptable if it contains a reference to the State of Maine contract number, contains correct pricing information relative to the contract, and provides any required supporting documents, as applicable, and any other specific and agreed-upon requirements listed within the contract that results from this RFP.

PART VII
LIST OF RFP APPENDICES AND RELATED DOCUMENTS
1. Appendix A – Proposal Cover Page
2. Appendix B – Debarment, Performance and Non-Collusion Certification
3. Appendix C – Qualifications and Experience Form

4. Appendix D – Cost Proposal Form
5. Appendix E – Submitted Question Form
APPENDIX A

State of Maine 

Department of Economic and Community Development
PROPOSAL COVER PAGE

RFP#201707129
“Maine Made” Website Design and Hosting
	Bidder’s Organization Name:
	

	Chief Executive - Name/Title:
	

	Tel:
	
	E-mail:
	

	Headquarters Street Address:
	

	Headquarters City/State/Zip:
	

	(Provide information requested below if different from above)

	Lead Point of Contact for Proposal - Name/Title:
	

	Tel:
	
	E-mail:
	

	Headquarters Street Address:
	

	Headquarters City/State/Zip:
	


	Are you a Maine Business as defined in this RFP? 
	             FORMCHECKBOX 
  Yes                      FORMCHECKBOX 
  No


· This proposal and the pricing structure contained herein will remain firm for a period of 180 days from the date and time of the bid opening.

· No personnel currently employed by the Department or any other State agency participated, either directly or indirectly, in any activities relating to the preparation of the Bidder’s proposal.

· No attempt has been made, or will be made, by the Bidder to induce any other person or firm to submit or not to submit a proposal.

· The undersigned is authorized to enter into contractual obligations on behalf of the above-named organization.

To the best of my knowledge, all information provided in the enclosed proposal, both programmatic and financial, is complete and accurate at the time of submission.

	Name (Print):


	Title:

	Authorized Signature:


	Date:


APPENDIX B

State of Maine 

Department of Economic and Community Development
DEBARMENT, PERFORMANCE and NON-COLLUSION CERTIFICATION
RFP#201707129
“Maine Made” Website Design and Hosting
	Bidder’s Organization Name:
	


By signing this document, I certify to the best of my knowledge and belief that the aforementioned organization, its principals and any subcontractors named in this proposal:

a. Are not presently debarred, suspended, proposed for debarment, and declared ineligible or voluntarily excluded from bidding or working on contracts issued by any governmental agency.

b. Have not within three years of submitting the proposal for this contract been convicted of or had a civil judgment rendered against them for:

i. Fraud or a criminal offense in connection with obtaining, attempting to obtain, or performing a federal, state or local government transaction or contract.

ii. Violating Federal or State antitrust statutes or committing embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen property;

iii. Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity (Federal, State or Local) with commission of any of the offenses enumerated in paragraph (b) of this certification; and

iv. Have not within a three (3) year period preceding this proposal had one or more federal, state or local government transactions terminated for cause or default.
c. Have not entered into a prior understanding, agreement, or connection with any corporation, firm, or person submitting a response for the same materials, supplies, equipment, or services and this proposal is in all respects fair and without collusion or fraud. The above mentioned entities understand and agree that collusive bidding is a violation of state and federal law and can result in fines, prison sentences, and civil damage awards.
Failure to provide this certification may result in the disqualification of the Bidder’s proposal, at the discretion of the Department.
	Name (Print):


	Title:

	Authorized Signature:


	Date:


APPENDIX C
State of Maine 

Department of Economic and Community Development
QUALIFICATIONS & EXPERIENCE FORM

RFP#201707129

“Maine Made” Website Design and Hosting
	Bidder’s Organization Name:
	


	Present a brief statement of qualifications, including any applicable licensure and/or certification.  Describe the history of the Bidder’s organization, especially regarding skills pertinent to the specific work required by the RFP and any special or unique characteristics of the organization which would make it especially qualified to perform the required work activities.  Include similar information for any subcontractors.  You may expand this form and use additional pages to provide this information.

	


APPENDIX C (continued)

	Provide a description of projects that occurred within the past five years which reflect experience and expertise needed in performing the functions described in the “Scope of Services” portion of this RFP.  For each of the project examples provided, a contact person from the client organization involved should be listed, along with that person’s telephone number and email address.  Please note that contract history with the State of Maine, whether positive or negative, may be considered in rating proposals even if not provided by the Bidder.

If the Bidder has not provided similar services, note this, and describe experience with projects that highlight the Bidder’s general capabilities. 



	Project One

	Client Name:
	

	Client Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Brief Description of Project

	


	Project Two

	Client Name:
	

	Client Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Brief Description of Project

	


APPENDIX C (continued)
	Project Three

	Client Name:
	

	Client Contact Person:
	

	Telephone:
	

	E-Mail:
	

	Brief Description of Project

	


APPENDIX D

State of Maine 

Department of Economic and Community Development
COST PROPOSAL FORM
RFP#201707129
“Maine Made” Website Design and Hosting
Instructions:   Bidders should complete the cost proposal by providing a fixed cost for the initial contract period as defined below.  Bidders are to include a detailed budget and a brief budget narrative to explain the basis for determining the expenses submitted on this cost proposal.  The details should clearly indicate costs, rates, etc. of each budget line item.
	Bidder’s Organization Name:

	Milestone 1:  Confirmation of project scope, deliverables and project plan
	 

	Milestone 2:  Maine Made Test Site Delivery and Approval
	

	Milestone 3:  History information Load
	

	Milestone 4:  Maine Made Production Site Successful Go-Live
	

	Annual Hosting Cost Year-1:
	

	Annual Hosting Cost Year-2:
	

	Other Costs (please itemize):
	

	
	

	Total Proposed Cost:  
	$ 


 APPENDIX E
State of Maine 
Department of Economic and Community Development
SUBMITTED QUESTIONS FORM

RFP#201707129
“Maine Made” Website Design and Hosting
	Organization Name:
	


	RFP Section & Page Number
	Question

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


* If a question is not related to any section of the RFP, state “N/A” under “RFP Section & Page Number”.

** Add additional columns, if necessary.
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