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SECTION 1 

1 INTRODUCTION 

1.1  Background  
The Washington State Board for Community and Technical Colleges (SBCTC) is led by a 
Governor-appointed board and provides leadership, advocacy, and coordination for Washington’s 
system of 34 public community and technical colleges. Each year, nearly 400,000 students train 
for the workforce, prepare to transfer to a university, gain basic math and English skills, or pursue 
continuing education. The system tagline – “Better Jobs, Brighter Futures, a Stronger 
Washington” – reflects the colleges’ role in transforming lives and fueling the economy. SBCTC 
sets policy, allocates state operating and capital funds to the colleges, strategically plans the two-
year college mission, and approves educational programs. 

SBCTC’s two websites – CheckOutACollege.com and sbctc.edu – were designed for distinct 
audiences: sbctc.edu for college administrators, policymakers and the general public; 
CheckOutACollege.com for prospective students.  Both sites are heavily used, but have outgrown 
their limited structure.  The architecture is complicated, content is hard to find, and social media 
integration is missing.  The very existence of two differently branded sites sends a fractured 
message that contradicts the community and technical college system’s greatest strength: It is one 
system of 34 colleges that work together on behalf of students and Washington state residents. 

The purpose of this project is to design a merged site that is highly usable and accessible, 
provides greater clarity of information, and delivers a consistent message about the value of 
community and technical colleges for students and Washington state. Candidates will be tasked 
with researching, concepting, and designing a unified website that delivers a web experience that 
meets the needs of the audiences it serves. 
 
(Additional information about Washington’s Community and Technical Colleges can be found on 
the web at http://www.sbctc.edu.) 
 

1.2  Purpose 
The purpose of this Request for Proposal (RFP) is to solicit proposals from qualified firms 
interested in creating a user-centered website redesign that merges two websites: sbctc.edu and 
CheckOutACollege.com. This RFP is for the development of high-fidelity prototypes of a merged 
site based on user-centered design methodology. It does not include site buildout, which will be 
addressed in a separate RFP after the design is approved.  

1.3 Contract Term 
It is anticipated that the term of the resulting Contract will be between April 1, 2014 and 
September 30, 2014, with extension options available. The actual Contract term will be 
determined during Contract negotiations. 

1.4 Definitions 
 “Apparent Successful Vendor” (ASV) shall mean the Vendor who: (1) meets all the 
requirements of this RFP, and (2) receives the highest number of total points.  
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“Business Days” or “Business Hours” shall mean Monday through Friday, 8 AM to 5 PM, local 
time in Olympia, Washington, excluding Washington State holidays. 

“Mandatory” or “(M)” shall mean the Vendor must comply with the requirement, the Vendor 
must provide an affirmative indication within its Response that the Vendor has read, understands, 
and intends to comply with the requirement, and the Response will be evaluated on a pass/fail 
basis. 

“Mandatory Scored” or “(MS)” shall mean the Vendor must comply with the requirement, and 
the Response will be scored. 

“Purchaser” shall mean the SBCTC.  

“RCW” means the Revised Code of Washington. 

“Response” shall mean the written proposal submitted by Vendor to SBCTC in accordance with 
this RFP. The Response shall include all written material submitted by Vendor as of the date set 
forth in the RFP schedule or as further requested by SBCTC. 

“Services” shall mean those Services provided by Vendor relating to the solicitation, 
deployment, development and/or implementation activities that are appropriate to the scope of 
this solicitation. 

“Software” shall mean the object code version of computer programs Licensed pursuant to the 
Contract. Software also means the source code version, where provided by Vendor. Embedded 
code, firmware, internal code, microcode, and any other term referring to software residing in the 
Equipment that is necessary for the proper operation of the Equipment is not included in this 
definition of Software. Software includes all prior, current, and future versions of the Software 
and all maintenance updates and error corrections. 

“State” shall mean the state of Washington. 

“Subcontractor” shall mean one not in the employment of Vendor, who is performing all or part 
of the Services under the resulting Contract under a separate contract with Vendor. The term 
“Subcontractor” means Subcontractor(s) of any tier. 

“Vendor” shall mean a company, organization, or entity submitting a Response to this RFP. 

1.5 Single Award 
Only one (1) Apparent Successful Vendor (ASV) will be identified via this procurement.  SBCTC 
intends to award only one (1) Contract. 

1.6 Overview of Solicitation Process  
The SBCTC will select an ASV based on the scoring criteria set forth in Section 6.  
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SECTION 2 

2 SCHEDULE 
This RFP is being issued under the following Schedule. The Response deadlines are mandatory and 
non-negotiable. Failure to meet any of the required deadlines may result in disqualification from 
participation. Unless otherwise indicated, all required deadlines are 4:00 p.m.  All times are local 
time, Olympia, WA. 

 EVENT DATE & TIME 

RFP issued February 10, 2014 

Optional Letter of Intent Due February 25, 2014 

Vendor Pre-proposal Teleconference February 25, 2014 

Response to Pre-proposal Conference Questions Posted February 27, 2014 

Final Vendor questions, comments, and complaints due March 4, 2014 

Written responses to final Vendor questions, comments, and 
complaints 

March 7, 2014 

Vendor Responses and Client References due March 11, 2014 

Vendor Presentations (See Section 4.10) March 13, 2014 

Notification of Apparently Successful Vendor 

Vendor requests for debriefing due (Optional) 

March 14, 2014 

March 19, 2014 

Optional Vendor debriefings March 20-21, 2014 

Contract Approval & Signature TBD 

Project Launch After Contract Approval 
 
 
 

SBCTC reserves the right to revise the above schedule. 
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SECTION 3 

3 ADMINISTRATIVE REQUIREMENTS 

3.1 RFP Coordinator (Proper Communication) 
Upon release of this RFP, all Vendor communications concerning this solicitation must be 
directed to the RFP Coordinator listed below. With the exception of the Backup RFP Coordinator 
and the Office of Minority and Women’s Business Enterprises (OMWBE), unauthorized contact 
regarding this solicitation with other state employees involved with the solicitation may result in 
disqualification. All oral communications are unofficial and non-binding on the State. Vendors 
should rely only on written statements issued by the RFP Coordinator.  The RFP Coordinator my 
also designate, in writing, a backup RFP Coordinator/Point of Contact. 
 

RFP Coordinator 
Abraham L. Rocha  
Contracts & Procurement Officer 
SBCTC eLearning Office 
501 N Riverpoint Blvd, Suite 103B 
MS1014 
Spokane, WA 99202-1659 
 

Telephone: (509) 842-4341 
E-mail:  arocha@sbctc.edu  
 
 

3.2 Optional Letter of Intent 
A letter indicating the Vendor's intent to respond to this RFP should be received by the RFP 
Coordinator at the address specified in Section 3.1 RFP Coordinator, no later than the date and 
time listed in Section 2, Schedule. The Vendor may submit the Letter of Intent by U.S. mail, 
facsimile, or e-mail. Vendors submitting a letter of intent will directly receive amendments and 
other information regarding this RFP.   

Each Vendor must include the following information in the Letter of Intent: 

a) Vendor name; 

b) Statement that the Vendor intends to propose; 

c) Vendor’s authorized representative for this RFP, who will be available as the primary 
contact throughout the RFP process, and contact information as follows: 

Name and title of authorized representative 
Address 
Telephone (office and mobile) numbers 
FAX number (if applicable) 
E-mail address 

3.3 Vendor Questions 
Vendor questions regarding this RFP will be allowed until the date and time specified in the 
Schedule (Section 2). Vendor questions must be submitted in writing (e-mail acceptable) to the 
RFP Coordinator. An official written response will be provided for Vendor questions received by 
this deadline. To ensure that all prospective bidders have access to the information, written 
responses to Vendor questions will be posted on the WEBS site where the RFP is posted.  
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The Vendor that submitted the questions will not be identified. Verbal responses to questions will 
be considered unofficial and non-binding. Only written responses posted will be considered 
official and binding. 

3.4 Vendor Comments Invited 
Vendors are encouraged to review the mandatory requirements of this RFP carefully, and submit 
any comments and recommendations to the RFP Coordinator. Where mandatory requirements 
appear to prohibit or restrict your firm’s participation, an explanation of the issue with suggested 
alternative language should be submitted in writing to the RFP Coordinator by the deadline for 
Vendor Questions, Comments, and Complaints in the Schedule (Section 2). 

3.5 Vendor Complaints Regarding Requirements and Specifications 
Vendors are expected to raise any questions, exceptions, or additions they have concerning the 
RFP requirements early in the RFP process. Vendors may submit specific complaints to the RFP 
Coordinator, if Vendor believes the RFP unduly constrains competition or contains inadequate or 
improper criteria. The complaint must be made in writing to the RFP Coordinator before the 
Response due date set forth in the Schedule (Section 2). The solicitation process may continue. 

These complaints are not handled through protest procedures outlined in Appendix D, Protest 
Procedures; however, the RFP Coordinator will review the substance of the complaint. Should a 
Vendor complaint identify a change that would be in the best interest of the State to make, 
SBCTC may modify this RFP accordingly. The SBCTC decision is final; no further 
administrative appeal is available. 

3.6 (M) Response Contents 
The Response must contain information responding to all mandatory requirements in the RFP, 
completed client references, and must include the signature of an authorized Vendor 
representative on all documents required in the appendices. 

The Response should be submitted in two (2) Volumes containing what is listed below.  Failure 
to provide any requested information in the prescribed format may result in disqualification of the 
Vendor.  
 
Volume 1: Response to Sections 3 & 4 Administrative Requirements and Vendor Requirements 
 
Volume 2: Response to Section 5 Functional Requirements and Financial Quote  
**Note: Regardless of the transmission method you choose, please review your submission to 
ensure all items are sent. Once the deadline for submission passes, you cannot add items. 

3.7 Number of Response Copies Required for Hardcopy Submission 
Two (2) hard copies and 1 Electronic Copy of Response Volume 1 
Two (2) hard copies and 1 Electronic Copy of Response Volume 2 
1 copy of manuals, brochures, or other printed materials, if submitted. Include any demonstration 
video, demo web site, etc.  Electronic copies accompanying a hardcopy response can be provided 
by usb drive, disc based media, or email. 
For Vendors who wish to provide Responses via email, hard copies are not required, but are 
appreciated.  Vendor assumes all responsibility for failure to provide a complete response to the 
RFP – the entire response must be delivered before the deadline – incomplete responses may be 
disqualified.  Partial delivery of a response before the deadline does not satisfy the timeliness 
requirement. 
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3.8 Response Presentation and Format Requirements 
Not all of the following requirements are mandatory in responding to this RFP – HOWEVER, in 
order to assist in the scoring of responses and to receive the highest number of points for its 
Response, Vendors are encouraged to comply with the requirements as stated.  Specific 
Mandatory items are indicated with an (M).  

3.8.1 (M)The signature block in Appendix A, Certifications and Assurances, must be signed by 
a representative authorized to bind the company to the offer (email Responses must 
include a properly signed Certifications and Assurances) 

3.8.2 (M)Vendor must respond to each question/requirement contained in Sections 3 through 6 
of this RFP. Failure to substantially comply with any applicable item may result in the 
Response being disqualified.  Please answer each question that requires a response – it 
is very helpful to restate the text of a question or requirement so that you do not miss 
answering anything.  Also, please remember to indicate which section, question or 
requirement of the RFP you are responding to with each response (including the 
section number is helpful). 

3.8.3 (M) Each of the RFP requirements are numbered and titled. In each requirement title is a 
designation indicating how the Response will be evaluated: 

a) For Mandatory requirements (M), the Response must always indicate explicitly 
whether or not the Vendor’s proposed Services meet the requirement. A statement, 
“(Vendor Name) has read, understands, and fully complies with this requirement” is 
acceptable, if true, along with any additional information requested. 

b) For Mandatory Scored (MS) and Desirable Scored (DS) items, the Response must 
always indicate explicitly whether or not the Vendor's proposed Products/Services 
meet the requirement, and describe how the proposed Vendor’s Products/Services 
will accomplish each requirement or are desirable as it relates to the service(s) 
proposed. 

3.8.4 Responses should be prepared on standard 8.5 x 11-inch loose-leaf paper and placed in 
three-ring binders with tabs separating the major sections of the Response.   Pages must 
be numbered consecutively within each section of the Response showing Response 
section number and page number.  While this section is not specifically indicated as 
Mandatory, Vendors are encouraged to comply with this section in order to assist in the 
scoring of Vendor’s Response. 

3.8.5 Include Vendor name and the name, address, e-mail, facsimile and telephone numbers of 
the Vendor’s authorized representative at the beginning of each volume of the Response. 

3.8.6 Figures and tables must be numbered and referenced in the text of the Response by that 
number. Foldouts containing charts, spreadsheets, and oversize exhibits are permissible. 

3.8.7 (M) The Response, as well as any reference materials presented by Vendor, must be 
written in English and Vendor must provide all rates in United States dollars. 

3.9 (M) Delivery of Responses 
It is mandatory that Vendors submit all copies of their Responses by the date and time in Section 
2, Schedule, to the RFP Coordinator at the address specified in RFP Coordinator (Section 3.1). 

Responses must be received at SBCTC by the date and time specified in Section 2, Schedule.   
Time is of the essence.  Responses arriving after the deadline will be returned unopened to their 
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senders.  A postmark by that time is not acceptable. Responses sent by facsimile will not be 
accepted. 

For Responses submitted via email, a complete response must be received by the date and time 
specified in Section 2 Schedule in order for the Vendor’s response to be deemed to have arrived 
in a timely manner.  The timestamp assigned by the SBCTC email system will be the official time 
a response is received.  Please note that an email submission may encounter delivery problems as 
materials, attachments, or the email itself may not pass through the SBCTC firewall.  In that case, 
it is the Vendor’s responsibility to ensure that SBCTC has received all materials. Vendors assume 
all responsibility for the method of delivery and for any delay in the delivery of their Response.  
Vendors are encouraged to send electronic responses well in advance of the deadline and to 
confirm that a complete response was received by SBCTC prior to the deadline. 

3.10 Cost of Response Preparation 
SBCTC will not reimburse Vendors for any costs associated with preparing or presenting a 
Response to this RFP. 

3.11 Response Property of SBCTC 
All materials submitted in response to this solicitation become the property of SBCTC, unless 
received after the deadline in which case the Response is returned to the sender.  

3.13 Proprietary or Confidential Information 
To the greatest extent practicable, please refrain from including any information you wish 
to keep from public disclosure out of your response. Any information contained in the 
Response that is proprietary or confidential must be clearly designated. Marking of the entire 
Response or entire sections of the Response as proprietary or confidential will not be accepted 
nor honored; in those cases, SBCTC will treat the response as if none of it was marked as 
proprietary or confidential. SBCTC will not honor proprietary or confidential designations or 
markings on pricing. 

To the extent consistent with chapter 42.56 RCW, the Public Disclosure Act, and in accordance 
with Session Law Chapter 509, Laws of 2009 
(http://apps.leg.wa.gov/billinfo/summary.aspx?bill=1701 ) SBCTC shall maintain the 
confidentiality of Vendor’s information marked confidential or proprietary, HOWEVER, such 
designation does not necessarily protect it from public records requests. If a request is made 
to view Vendor’s proprietary information, SBCTC will notify Vendor of the request and of the 
date that the records will be released to the requester unless Vendor obtains a court order 
enjoining that disclosure. If Vendor fails to obtain the court order enjoining disclosure, SBCTC 
will release the requested information on the date specified. 

The State’s sole responsibility shall be limited to maintaining the above data in a secure area and 
to notify Vendor of any request(s) for disclosure for so long as SBCTC retains Vendor’s 
information in our records. Failure to so label such materials or failure to timely respond after 
notice of request for public disclosure has been given shall be deemed a waiver by Vendor of any 
claim that such materials are exempt from disclosure. 

3.14 Waive Minor Administrative Irregularities 
SBCTC reserves the right to waive minor administrative irregularities contained in any Response. 
Additionally, SBCTC reserves the right, at its sole option, to make corrections to Vendors’ 
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Responses when an obvious arithmetical error has been made in the price quotation. Vendors will 
not be allowed to make changes to their quoted price after the Response submission deadline. 

3.15 Errors in Response 
Vendors are liable for all errors or omissions contained in their Responses. Vendors will not be 
allowed to alter Response documents after the deadline for Response submission. SBCTC is not 
liable for any errors in Responses. SBCTC reserves the right to contact Vendor for clarification of 
Response contents. 

In those cases where it is unclear to what extent a requirement or price has been addressed, the 
evaluation team may, at their discretion and acting through the RFP Coordinator, contact a 
Vendor to clarify specific points in the submitted Response. However, under no circumstances 
will the responding Vendor be allowed to make changes to the proposed items after the deadline 
stated for receipt of Responses. 

3.16 Amendments/Addenda 
SBCTC reserves the right to change the Schedule or other portions of this RFP at any time. 
SBCTC may correct errors in the solicitation document identified by SBCTC or a Vendor. Any 
changes or corrections will be by one or more written amendment(s), dated, and attached to or 
incorporated in and made a part of this solicitation document. All changes must be authorized and 
issued in writing by the RFP Coordinator. If there is any conflict between amendments, or 
between an amendment and the RFP, whichever document was issued last in time shall be 
controlling.  In the event that it is necessary to revise or correct any portion of the RFP, a notice 
will be posted on the WEBS procurement web site and emailed to the designated contact for each 
Vendor. 

3.17 Right to Cancel 
With respect to all or part of this RFP, SBCTC reserves the right to cancel or reissue at any time 
without obligation or liability. 

3.18 (M) Contract Requirements 
A proposed Contract has been included as Appendix B. 

To be responsive, Vendors must indicate a willingness to enter into a Contract substantially 
the same as the Contract in Appendix B, by signing the Certifications and Assurances located 
in Appendix A. Any specific areas of dispute with the attached terms and conditions must be 
identified in the Response and may, at the sole discretion of SBCTC, be grounds for 
disqualification from further consideration in the award of a Contract. 

Under no circumstances is a Vendor to submit their own standard contract terms and conditions 
as a response to this solicitation. Instead, Vendor must review and identify the language in 
Appendix B that Vendor finds problematic, state the issue, and propose the language or contract 
modification Vendor is requesting. All of Vendor’s exceptions to the contract terms and 
conditions in Appendix B must be submitted within the Response, attached to Appendix A, 
Certification and Assurances. Please note that the Certifications and Assurances Form (Exhibit 
A) must be signed and dated in ink by a person legally authorized to bind the consultant to a 
contractual relationship. SBCTC will not accept changes to the Certifications and Assurances 
Form. SBCTC expects the final Contract signed by the ASV to be substantially the same as the 
contract located in Appendix B. 
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The foregoing should not be interpreted to prohibit either party from proposing additional 
contract terms and conditions during negotiation of the final Contract. 

The ASV will be expected to execute the Contract within seven (7) Business Days of its receipt 
of the final Contract. If the selected Vendor fails to sign the Contract within the allotted seven (7) 
days time frame, SBCTC may elect to cancel the award, and award the Contract to the next 
ranked Vendor, or cancel or reissue this solicitation (see Subsection 3.17, Right to Cancel). 
Vendor’s submission of a Response to this solicitation constitutes acceptance of these contract 
requirements. 

3.19 (M) Incorporation of Documents into Contract 
This solicitation document and the Response will be incorporated into any resulting Contract. 

3.20 Best and Final Offer  
SBCTC reserves the right to make an award without further discussion of the Response 
submitted; i.e., there may not be a best and final offer request. Therefore, the Response should be 
submitted on the most favorable terms that Vendor intends to offer. 

3.21 No Costs or Charges 
No costs or charges under the proposed Contract may be incurred before the Contract is fully 
executed. 

3.22 Office of Minority and Women’s Business Enterprises  
SBCTC strongly encourages participation of minority and women businesses. Vendors who are 
OMWBE certified or intend on using OMWBE certified Subcontractors are encouraged to 
identify the participating firm on Appendix C. No minimum level of OMWBE participation is 
required as a condition of receiving an award and no preference will be included in the evaluation 
of Responses in accordance with chapter 39 RCW. For questions regarding the above, contact 
OMWBE at (360) 753-9693.  

3.23 No Obligation to Contract/Buy 
SBCTC reserves the right to refrain from Contracting with any and all Vendors. Neither the 
release of this solicitation document nor the execution of a resulting Contract obligates SBCTC or 
any other authorized purchasers to make any purchases. 

3.24 Non-Endorsement and Publicity 
In selecting a Vendor to supply Services to the state of Washington, the State is neither endorsing 
Vendor’s Services, nor suggesting that they are the best or only solution to the State’s needs. By 
submitting a Response, Vendor agrees to make no reference to SBCTC or the state of Washington 
in any literature, promotional material, brochures, sales presentation or the like, regardless of 
method of distribution, without the prior review and express written consent of SBCTC. 

3.25 Withdrawal of Response 
Vendors may withdraw a Response that has been submitted at any time up to the Response due 
date and time (identified on the Schedule, Section 2). To accomplish response withdrawal, a 
written request signed by an authorized representative of Vendor must be submitted to the RFP 
Coordinator. After withdrawing a previously submitted Response, Vendor may submit another 
Response at any time up to the Response submission deadline. 
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3.26 Optional Vendor Debriefing 
Only Vendors who submit a Response may request an optional debriefing conference to discuss 
the evaluation of their Response. The requested debriefing conference must occur on or before 
the date specified in the Schedule (Section 2). The request must be in writing (fax or e-mail 
acceptable) addressed to the RFP Coordinator. 

The optional debriefing will not include any comparison between the Response and any other 
Responses submitted. However, SBCTC will discuss the factors considered in the evaluation of 
the requesting the Response and address questions and concerns about Vendor’s performance 
with regard to the solicitation requirements. 

3.27 Protest Procedures 
Vendors who have submitted a timely Response to this solicitation and have had a debriefing 
conference may make protests. Upon completion of the debriefing conference, a Vendor is 
allowed five (5) Business Days to file a formal protest of the solicitation with the RFP 
Coordinator. Further information regarding the grounds for, filing and resolution of protests is 
contained in Appendix D, Protest Procedures. 

3.28 Selection of Apparent Successful Vendor 
All Vendors responding to this solicitation will be notified by mail or e-mail when SBCTC has 
determined the ASV. The ASV will be the respondent who: (1) meets all the requirements of this 
RFP; and (2) receives the highest number of total points as described in Section 6. The date of 
announcement of the ASV will be the date the announcement letter is postmarked, or if emailed 
the date the e-mail is sent. 

3.29 Electronic Availability 
The contents of this RFP and any amendments/addenda and written answers to questions will be 
available on the WEBS site at https://fortress.wa.gov/ga/webs/.  

If you need technical assistance please contact WEBS Customer Service via email at 
webscustomerservice@des.wa.gov or by phone at (360) 902-7400. 

For more information: 
http://des.wa.gov/services/ContractingPurchasing/Business/Pages/default.aspx.  This is a 
common vendor registration and bid notification system for all Washington State agencies and 
higher education institutions. 
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SECTION 4 

4 VENDOR REQUIREMENTS 
Respond to the following requirements per the instructions in section 3. 

4.1 (M) Letter of Submittal (Executive Summary) 
Vendors must submit an Executive Summary prepared and signed on Vendor’s official business 
letterhead.  Cost information must not be included in the transmittal letter.  The Executive 
Summary must be included as the first page of Part 1 of Volume 1.  Signing the Executive 
Summary indicates that the Vendor accepts the terms and conditions of this RFP.  Please note that 
the Letter of Submittal must be signed and dated in ink by a person legally authorized to bind the 
Vendor to a contractual relationship. 

Vendor’s Executive Summary must include the following information: 

4.1.1 Vendor must provide the name, legal status (e.g., corporation, sole proprietor, etc.), 
Federal Tax I.D. number, Washington UBI number (Unified Business Identifier number), 
address, telephone number, facsimile, and email address of the legal entity or individual 
with whom SBCTC may execute a contract arising from this RFP. 

4.1.2 Contact representative’s name and contact information. 

4.1.3 An organizational chart and a listing of key Vendor personnel who have signature 
authority to bind their organization to a contract. 

4.1.4 A brief description of the company, including the Vendor organization’s experience and 
history with services similar to those being procured under this RFP.   

4.1.5 A detailed list of all materials and enclosures included in your Response. 

4.1.6 Identify the page numbers on the Response that are marked “Proprietary or Confidential” 
Information. 

4.1.7 A statement substantiating that the person who signs the Executive Summary is 
authorized to contractually bind the Vendor’s organization. 

4.1.8 The Vendor’s guarantee that its Response, as submitted, will remain in full force and 
effect for 120 days or 180 days if a protest to the RFP is filed, whichever is later. 

4.1.9 Any statements you wish to convey to the RFP Coordinator. 

4.2 (M) Vendor Profile 
Vendor must provide the legal business name, legal status (e.g., corporation, sole proprietor, etc.) 
and the year the entity was organized to do business as the entity now substantially exists, 
Washington State Uniform Business Identification (UBI) number, the home office address, and 
telephone and fax numbers, web site URL (if any), and organizational chart of the legal entity 
with whom SBCTC may execute any Contract arising from this RFP, including the names and 
titles of Vendor’s principal officers. Also include the following: 

 
a) Parent company, if applicable 
b) Structure of the organization that performs Consulting services and other services 

that are directly related to the support of the Consulting services; 
c) The total number of years in business; 
d) The number of years performing Consulting related services;  
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4.3 (M) Vendor Organizational Capabilities 
Vendor must provide a brief description of its entity (including business locations, size, areas of 
specialization and expertise, client base and any other pertinent information that would aid an 
evaluator in formulating a determination about the stability and strength of the entity), including 
the Vendor organization’s experience and history with Consulting Services within the scope of 
this RFP. 

4.4 Vendor Account Manager 
Vendor shall appoint an Account Manager who will provide oversight of Vendor contract 
activities. Vendor’s Account Manager will be the principal point of contact concerning Vendor’s 
performance under this Contract. Vendor shall notify the SBCTC Contracts & Procurement 
Officer, in writing, when there is a new Vendor Account Manager assigned to this Contract. The 
Vendor Account Manager information is: 
 

Vendor Account Manager: 
Address: 
Phone (office and mobile): Fax: E-mail: 

4.5 (MS) Client References (10 points total) 
• Vendor must provide a list of three (3) of its commercial, higher education, government 

and/or public education clients, who will submit references directly to the RFP coordinator.  

o The services purchased by these clients must be similar to those requested by this RFP.  

o References must not be from a person, company or organization with any special interest, 
financial or otherwise, in the Vendor. 

• Vendor must provide all the names of its references and their contact information in the 
Response. SBCTC may contact Vendor’s client references directly and ask each reference 
questions. 

• Provide samples of high-level design documents along with related URLs. 

• SBCTC reserves the right to eliminate from further consideration in the RFP process any 
Vendor who, in the opinion of SBCTC, receives an unfavorable report from a client. SBCTC 
may, at its discretion, contact other Vendor clients for references. 

4.6 (M) Vendor Licensed to do Business in Washington 
Within thirty (30) days of being identified as the ASV, Vendor must be licensed to conduct 
business in Washington, including registering with the Washington State Department of Revenue. 
The Vendor must collect and report all applicable taxes. 

4.7 (M) Use of Subcontractors  
SBCTC will accept Responses that include third party involvement only if the Vendor submitting 
the Response agrees to take complete responsibility for all actions of such Subcontractors. 
Vendors must state whether Subcontractors are/are not being used, and if they are being used, 
Vendor must list them in response to this subsection. SBCTC reserves the right to approve or 
reject any and all Subcontractors that Vendor proposes. Any Subcontractors engaged after award 
of the Contract must be pre-approved, in writing, by SBCTC. 
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If Subcontracts will be used for the resultant Contract for this RFP, the Vendor must provide the 
following for each Subcontractor in addition to the requirements in Section 5: 

 

 Subcontractor(s) name; 
 Subcontractor Representative; 
 Address; 
 Phone number (office and mobile); 
 E-mail; and 
 Fax number 
 OMWBE status. 

Specific restrictions apply to contracting with current or former state employees pursuant to 
chapter 42.52 RCW. Vendors should familiarize themselves with the requirements prior to 
submitting a Response. 

4.8 (M) Prior Contract Performance 
Vendor must submit full details of all Terminations for Default for performance similar to the 
Services requested by this RFP experienced by the Vendor in the past five (5) years, including the 
other party’s name, address and telephone number. 

“Termination for Default” is defined as notice to Vendor to stop performance due to the Vendor’s 
non-performance or poor performance and the issue was either: (a) not litigated; or (b) litigated 
and such litigation determined the Vendor to be in default. 

Vendor must describe the deficiencies in performance, and describe whether and how the 
deficiencies were remedied. Vendor must present any other information pertinent to its position 
on the matter. 

SBCTC will evaluate the information and may, at its sole discretion, reject the Response if the 
information indicates that completion of a Contract resulting from this RFP may be jeopardized 
by selection of the Vendor. 

If the Vendor has experienced no such Terminations for Default in the past five years, so 
declare. 

4.9 (M) Insurance  
The ASV is required to obtain insurance to protect the State should there be any claims, suits, 
actions, costs, or damages or expenses arising from any negligent or intentional act or omission of 
the Vendor or its Subcontractor(s), or their agents, while performing work under the terms of any 
Contract resulting from this solicitation. Vendors will find a complete description of the specific 
insurance requirements in the proposed contract terms in Appendix B, Proposed Contract. 

4.10 (MS) Vendor Web Presentation 
As part of your response, please be prepared to provide SBCTC with a live web presentation on 
one of the dates listed in the RFP Schedule.  After you have provided a response, SBCTC may be 
in contact with your organization about the specific timeslots available. 

Part of your presentation may be pre-recorded and pre-prepared, but we would like a live meeting 
with your organization.  Web presentations will be conducted at SBCTC’s option. 
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SECTION 5 

5 Proposal Requirements 

5.1 Experience and Qualifications (M) 
5.1.1 (MS) Vendor must have a minimum of three (3) years of recent experience in user-

centered web design as demonstrated by references and samples of work. 

5.1.2 (MS) Vendor must have at least two (2) years experience designing content-heavy 
websites. 

5.1.3 (MS) Vendor must have experience integrating third-party services, such as social 
media and search engines. 

5.1.4 (MS) Vendor must have experience designing websites that are ADA compliant and 
compliant with other government regulations. 

o The State of  Washington follows the standards established under Section 508 of the 
Rehabilitation Act of 1973, amended 1998 by the Work Force Investment Act (Section 
1194.22 and its subsequent amendments) as its minimal requirements for Web 
accessibility. Washington State guidelines may be found here:  
http://ofm.wa.gov/ocio/policies/documents/1000g.pdf 

o Web Content Accessibility Guidelines (WCAG) 2.0 Level AA W3C Recommendation 11 
December 2008 may be found here: http://www.w3.org/TR/WCAG20/  

5.1.5 (M) Vendors who do not meet these minimum qualifications will be rejected as non-
responsive and will not receive further consideration. Any proposal that is rejected as non-
responsive will not be evaluated or scored. 

5.1.6 (DS) SBCTC prefers Vendors with experience in higher education website design and 
relevant experience in the public education and/or government sector. 

5.2 Approach and Methodology (MS) 
In order to respond to this section, Vendors will need to review and familiarize themselves with 
Appendix F “Statement of Work & Deliverables” (attached).  Please respond to this section by 
describing the approach and methodology your organization will use to complete the work for 
SBCTC as described in this RFP and in Appendix F. 

5.3 Samples of Work (MS) 
Vendors are required to submit samples of work completed.  Samples should be relevant 
examples of what SBCTC can expect is typical of the type, kind, and quality of Vendor’s work.  
SBCTC is particularly interested in samples that are relevant and similar to the work being 
contemplated under this RFP. 
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SECTION 6 

6 EVALUATION PROCESS 

6.1 Overview 
The Vendor who meets all of the RFP requirements and receives the highest number of total 
points as described below in Section 6.8, Vendor Total Score, will be declared the ASV and enter 
into contract negotiations with SBCTC. 

6.2 Administrative Screening 
Responses will be reviewed initially by the RFP Coordinator to determine on a pass/fail basis 
compliance with administrative requirements as specified in Section 3, Administrative 
Requirements. Evaluation teams will only evaluate Responses meeting all administrative 
requirements. 

6.3 Mandatory Requirements  
Responses meeting all of the administrative requirements will then be reviewed on a pass/fail 
basis to determine if the Response meets the Mandatory requirements. Only Responses meeting 
all Mandatory requirements will be further evaluated. Providing pricing information to SBCTC is 
always a Mandatory requirement. 

The State reserves the right to determine at its sole discretion whether Vendor’s response to a 
Mandatory requirement is sufficient to pass. If, however, all responding Vendors fail to meet any 
single Mandatory item, SBCTC reserves the following options: (1) cancel the procurement, or (2) 
revise or delete the Mandatory item. 

6.4 Qualitative Review and Scoring 
Only Responses that pass the administrative screening and Mandatory requirements review will 
be evaluated and scored based on responses to the scored requirements in the RFP. Responses 
receiving a “0” on any Mandatory Scored (MS) element(s) may be disqualified. 
Each scored element in Section 5 of the Response will be given a score by each team evaluator. 
Then, the scores will be totaled and a score for each Vendor will be calculated as set forth below. 
This will be used in the calculation of Vendor’s total score. 

Evaluation points will be assigned based on the effectiveness of the Response to each 
requirement. A scale of zero to five will be used, defined as follows: 

0-1 Unsatisfactory Capability is non-responsive or wholly inadequate. 

2 Below Average Capability is substandard to that which is average or expected as the 
norm. 

3 Average The baseline score for each item, with adjustments based on the 
evaluation team’s reading of the Response. 

4 Above Average Capability is better than that which is average or expected as the 
norm. 

5 Exceptional Capability is clearly superior to that which is average or expected as 
the norm. 
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6.5 Price Scoring 
Vendors must submit a summary cost proposal that includes all costs to implement vendor’s 
proposed solution. Any identified hourly service rates must also include an estimated amount not 
to exceed that will fulfill all of the obligations related to the requirements of this RFP. 

The evaluation process is designed to award this procurement not necessarily to the vendor of 
least cost, but rather to the vendor whose proposed solution best meets the requirements of this 
RFP.  However, vendors are encouraged to submit proposals which are consistent with state 
government efforts to conserve state resources.  Also, because price is scored, it will be a factor in 
this competitive process. 

Vendor Cost proposals will be compared using total cost.  Please provide the total cost for the 
duration of the contract.  It should be clear that we can calculate a total cost for what SBCTC can 
expect to pay over the course of the Contract. 

6.5.1 Identification of Costs  

Identify all costs in U.S. dollars including expenses to be charged for performing the services 
necessary to accomplish the objectives of the contract.  The vendor is to submit a fully detailed 
budget including staff costs and any expenses necessary to accomplish the tasks and to deliver 
and maintain the proposed solution for the initial term of the contract.  

Consultants are required to collect and pay Washington state sales and use taxes, if applicable. 

6.5.2 Cost Breakdown / Price Scoring Chart  

 

Work $Hourly Rate 

Or Not to Exceed Rate 

Estimated hours 

User research   

Content audit and analysis   

Card sort/testing/information architecture 

 

  

Iterative prototypes and usability testing 

 

  

Final high-fidelity prototypes for home page, sectional landing 
pages, content pages 

  

Evaluate SBCTC’s current Content Management System (CMS) 
and make a recommendation for upgrade or purchase of a new 
CMS 

  

Recommend a content management strategy to transition and 
maintain site content 

  

Travel costs   

Other costs anticipated by vendor   

Total estimated cost   
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6.6 Client Reference Evaluation 
The RFP Coordinator will calculate the scores for each Client Reference, Appendix E. The total 
scores of all of the Vendor’s Client References will be summed together and an average point 
score will be calculated as set forth below. This will be used in the calculation of Vendor’s total 
score. 
 

Client References Total Scores (4.5)                      =  Vendor’s Avg. Score  
 

Vendor’s Avg. Score                                      x 10 = Client Reference Score 
Highest Avg. Reference Score 

6.7 Allocation of Points 
The following weighting and points will be assigned to the proposal for evaluation purposes: 

Scored Items Points Possible 

Experience & Qualifications (5.1) 20 

Approach & Methodology (5.2) 20 

Samples of Work (5.3) 20 

Oral Presentations (if applicable – 4.10) 10 

Total Project Costs/Price (6.5) 20 

Client References (4.5) 10 

TOTAL 100 points 
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6.8 Vendor Total Score 
Vendors will be ranked using the Vendor’s Total Score for its Response, with the highest score ranked 
first and the next highest score ranked second, and so forth. 

 6.9 Selection of Apparent Successful Vendor 
The Vendor with the highest Vendor total score will be declared the Apparent Successful Vendor 
(ASV). SBCTC will enter into contract negotiations with the ASV. Should contract negotiations 
fail to be completed within ten (10) days after initiation, SBCTC may immediately cease contract 
negotiations and declare the Vendor with the second highest score as the new ASV and enter into 
contract negotiations with that Vendor. This process will continue until the Contracts are signed 
or no qualified Vendors remain. Note: this Section (6.9) is to be distinguished from Section 3.18 
“Contract Requirements”.  Section 3.18 refers to the Vendor’s obligation to sign a final Contract 
within seven (7) business days of receipt from SBCTC.  Section 6.9’s time limitation refers to the 
contract negotiations that are intended to result in a final Contract.  If no final Contract is 
reached in ten (10) days per Section 6.9, then the process for proceeding to the next Vendor for 
negotiations is followed.  The time requirement stated in Section 3.18 does not begin until a final 
negotiated contract exists. 
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APPENDIX A 

 
CERTIFICATIONS AND ASSURANCES 

Issued by the State of Washington 
 

We make the following certifications and assurances as a required element of the Response, to which it is 
attached, affirming the truthfulness of the facts declared here and acknowledging that the continuing 
compliance with these statements and all requirements of the RFP are conditions precedent to the award or 
continuation of the resulting Contract. 

The prices in this Response have been arrived at independently, without, for the purpose of restricting 
competition, any consultation, communication, or agreement with any other offeror or competitor relating to 
(i) those prices, (ii) the intention to submit an offer, or (iii) the methods or factors used to calculate the prices 
offered. The prices in this Response have not been and will not be knowingly disclosed by the offeror, directly 
or indirectly, to any other offeror or competitor before Contract award unless otherwise required by law. No 
attempt has been made or will be made by the offeror to induce any other concern to submit or not to submit an 
offer for the purpose of restricting competition. However, we may freely join with other persons or 
organizations for the purpose of presenting a single proposal or bid. 

The attached Response is a firm offer for a period of 120 days following the Response Due Date specified in 
the RFP, and it may be accepted by SBCTC without further negotiation (except where obviously required by 
lack of certainty in key terms) at any time within the 120-day period. In the case of protest, your Response will 
remain valid for 180 days or until the protest is resolved, whichever is later. 

In preparing this Response, we have not been assisted by any current or former employee of the state of 
Washington whose duties relate (or did relate) to the State's solicitation, or prospective Contract, and who was 
assisting in other than his or her official, public capacity. Neither does such a person nor any member of his or 
her immediate family have any financial interest in the outcome of this Response. (Any exceptions to these 
assurances are described in full detail on a separate page and attached to this document.) 

We understand that the State will not reimburse us for any costs incurred in the preparation of this Response. 
All Responses become the property of the State, and we claim no proprietary right to the ideas, writings, items 
or samples unless so stated in the Response. Submission of the attached Response constitutes an acceptance of 
the evaluation criteria and an agreement to abide by the procedures and all other administrative requirements 
described in the solicitation document. 

We understand that any Contract awarded, as a result of this Response will incorporate all the solicitation 
requirements. Submission of a Response and execution of this Certifications and Assurances document certify 
our willingness to comply with the Contract terms and conditions appearing in Appendix B, or substantially 
similar terms, if selected as a contractor. It is further understood that our standard contract will not be 
considered as a replacement for the terms and conditions appearing in Appendix B of this solicitation. 

We (circle one) are / are not submitting proposed Contract exceptions. 
 
   

Vendor Signature  Vendor Company Name 
   

Title  Date 
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APPENDIX B 
 
 

 
PROPOSED CONTRACT 

 
Terms and Conditions 

For 
 

User-Centered Website Redesign 
 
 
 
 

To be posted separately on the WEBS site 
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APPENDIX C 
 OMWBE PARTICIPATION FORM 

 
Minority and Women's Business Enterprises (OMWBE) 

Participation Form 
 
 

 

OMWBE participation is defined as: Certified MBEs and WBEs bidding as prime contractor, or prime 
contractor firms subcontracting with certified OMWBEs.  For questions regarding the above, contact 
Office of OMWBE, (360) 753-9693.   
 

MBE FIRM NAME *MBE CERTIFICATION NO. PARTICIPATION % 
   
   
   
   
WBE FIRM NAME *WBE CERTIFICATION NO. PARTICIPATION % 
   
   

 
*Certification number issued by the Washington State Office of Minority and Women's Business Enterprises. 
 
 
 
 
 
 
 
 
 
 
Name of Vendor completing this Certification: ______________________________________________ 
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APPENDIX D 
PROTEST PROCEDURES  

 
A. Procedure 

This protest procedure is available to Vendors who submitted a Response to this solicitation and 
have received a debriefing conference. Protests are made to SBCTC after SBCTC has announced the 
ASV. Vendor protests shall be received, in writing, by SBCTC within five (5) Business Days after 
the Vendor debriefing conference.  

B. Grounds for protest are: 
1. Arithmetic errors were made in computing the score; 
2. The agency failed to follow procedures established in the solicitation document or applicable 

state or federal laws or regulations; or 
3. There was bias, discrimination or conflict of interest on the part of an evaluator. 
Protests not based on these criteria will not be considered. 

C. Format and Content 
Vendors making a protest shall include in their written protest to SBCTC all facts and arguments 
upon which the Vendor relies. Vendors shall, at a minimum, provide: 
1. Information about the protesting Vendor; name of firm, mailing address, phone number and 

name of individual responsible for submission of the protest; 
2. Information about the acquisition; issuing agency, acquisition method; 
3. Specific and complete statement of the agency action(s) being protested; 

4. Specific reference to the grounds for the protest; and 
5. Description of the relief or corrective action requested. 

D. Review Process 
Upon receipt of a Vendor's protest, SBCTC will postpone signing a Contract with the ASV until the 
Vendor protest has been resolved. 

SBCTC, or a representative from another state agency, will perform an objective review of the 
protest, by individuals not involved in the acquisition process being protested. The review shall be 
based on the written protest material submitted by the Vendor and all other relevant facts known to 
SBCTC. 

The reviewer will render a written decision to the Vendor within five (5) Business Days after receipt 
of the Vendor protest, unless more time is needed. The protesting Vendor shall be notified if 
additional time is necessary. 

E. Determination 
The final determination shall: 

1. Find the protest lacking in merit and uphold the agency’s action; 

2. Find only technical or harmless errors in the agency’s acquisition process conduct, determine the 
agency to be in substantial compliance, and reject the protest; 
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3. Find merit in the protest and provide the agency with options that may include: 

a) Correct errors and reevaluate all proposals; or 

b) Reissue the solicitation document; or 

c) Make other findings and determine other courses of action as appropriate. 

4. Not require the agency to award the Contract to the protesting party or any other Vendor, 
regardless of the outcome. 
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APPENDIX E 
CLIENT REFERENCE FORM 

 
Client Reference Form to be posted separately on WEBS. 
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APPENDIX F 
 

SCOPE OF WORK AND DELIVERABLES 
 

 
1.1 Website Strategy and Goals 
 
The overarching vision for the combined website is to enhance awareness and understanding of the community 
and technical college system’s positive impact on individual lives and Washington.  This will be accomplished 
through an online experience that informs, inspires, and creates opportunities for the diverse audiences of the 
site. We envision that all pre-defined user audiences will also be able to easily find and access the information 
they seek contained within the website on a wide range of devices and engage in social media.    
 
This RFP represents Stage 1, which involves developing high-fidelity prototypes of a merged site based on 
user-centered design methodology and making recommendations on the purchase or upgrade of a Content 
Management System (CMS).  Stage 2 will involve development of templates and site build-out and the 
purchase or upgrade of a CMS. 
 
The goals are to: 
 

 Further understand the SBCTC audiences (to include CheckOutACollege) and organizational goals to 
create: 

o  a shared, data-driven understanding of target users. 
o  a user-centered design experience that meets their needs. 

 Enhance the user experience across different devices and social media by improving access to 
information that is: 

o Easily found. 
o Useful/relevant. 
o Up-to-date. 

 Create a visually-pleasing experience that will: 
o Engage people. 
o Drive the website audience to accomplish tasks. 
o Encourage users of our website to tell others about the usefulness of the site. 

 Unify the two websites with a shared brand that communicates the SBCTC message about the value of 
Washington community and technical colleges. 

 Support college enrollment efforts by making it easy for prospective students to find colleges and 
programs. 

 Provide college personnel and policy makers the resources to support their work by making data easy to 
find.  

 Give employers a connection to training opportunities available through community and technical 
colleges. 

 Provide a design that will be easy to update and maintain while adhering to a common look and feel.   
 Evaluate whether SBCTC should acquire a new or upgraded CMS. 
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The design must feature: 
 Creative and brand-aware design. 
 User-centered and relevant navigation. 
 Device-agnostic layout. 
 Social media integration. 

 
1.2 Key Audiences 
 
Sbctc.edu and CheckOutACollege.com have many audience groups, including: 
 

 Current and prospective students/parents  
 College system personnel 
 Job seekers 
 Employers  
 Legislators and policymakers 
 Researchers 
 Media 
 General public 

 
1.3 System Information 
 
Websites to be merged and redesigned:  sbctc.edu and CheckOutACollege.com 
 
Website statistics from September 1, 2012 through August 31, 2013: 

 SBCTC.edu received 283,589 unique visits; 519,246 total visits. This site consists of approximately 
1,300 web pages and 8,000 linked-to files. 

 CheckOutACollege.com received 231,369 unique visits; 287,839 total visits. This site consists of 
approximately  84 web pages and 5 linked-to files. 

 
Sbctc.edu is maintained in Adobe Contribute 3.0. CheckOutACollege is maintained in VisualStudio. 
 
1.4 Scope of Work 
 

 Create a website design that combines sbctc.edu and CheckOutACollege.com using user-centered 
design methodology. 

 Unify the brand across website properties based on existing SBCTC brand guidelines.  
 Design the site architecture and navigation to help users connect with the right information quickly and 

efficiently, find answers and accomplish goals. 
 Recommend a content management strategy to transition and maintain site content. 
 Evaluate SBCTC’s current Content Management System (CMS) and make a recommendation for 

upgrade or purchase of a new CMS. 
 Integrate social media. 

 
1.5 Out of Scope 

 New applications development. 
 Redesign of affiliated websites not specifically mentioned in this RFP. 
 Change in translation tools. 
 Adding new functionality or embedded applications which are not direct replacements for existing 

functionality. 
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1.6 Deliverables 
 
The contractor will provide user and site research, site architecture, visual design, and content strategy for the 
merger of sbctc.edu and CheckOutaCollege.com.  The contract period is expected to be between April 1, 
2014 and September 30, 2014. 
 
User-centered  
design products  
and services 

 User research 
 Content audit and gap analysis 
 Card sort/testing/ information architecture 
 Functional wire frames 
 Iterative prototypes and usability testing 
 Final high-fidelity prototypes for home page, sectional landing pages, content pages, and 

blogs 
Branding All final design must be consistent with the SBCTC’s existing brand and visual identity 

standards. 

Dynamic  
Content 

Design must support and incorporate dynamic, syndicated content including, but not  
limited to, press releases, blogs, RSS feeds, podcasts and vodcasts. 

Responsive Design All design must be device independent – usable on a wide range of screen sizes  
and functional on desktop PCs, laptops, tablets and mobile devices. 

Accessibility  
Standards 

 The State of Washington follows the standards established under Section 508 of the 
Rehabilitation Act of 1973, amended 1998 by the Work Force Investment Act (Section 
1194.22 and its subsequent amendments) for web accessibility.  Washington State guidelines 
may be found here:  http://ofm.wa.gov/ocio/policies/documents/1000g.pdf 

 Web Content Accessibility Guidelines (WCAG) 2.0 Level AA W3C Recommendation 11 
December 2008 may be found here: http://www.w3.org/TR/WCAG20/ 

W3C Web  
Standards 

All designs must comply with current World Wide Web Consortium (W3C)  
web standards as related to use of XHTML, XML, CSS, and XSL. 

Table-less Design must be flexible and suitable for standard or widescreen monitors  
and not require, or rely, on the use of HTML tables for page layout. 

Search Engine Design must maximize search engine results. 

Restricted Areas The design should allow for restricted areas of website content. 
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Look and Feel Design must merge sbctc.edu and CheckOutACollege.com within a common,  

unifying look and feel. 

Navigation Navigation scheme must be designed to allow both casual and focused users to learn  
about the SBCTC and the college system, and facilitate easy access to current information. 
Navigation must present a consistent and intuitive look and feel across the entire site. 

Linked Systems Design must support current embedded functions. 

Rich Media All rich media must accommodate for accessibility.  This includes but is not limited to  
Flash, Windows Media, Quicktime, Silverlight, and any visual element that exhibits  
dynamic motion. 

Privacy & 
Confidentiality 

Design must safeguard student privacy and confidentiality as stipulated by the Family 
Educational Rights and Privacy Act (FERPA). 

CMS Evaluation Evaluate SBCTC’s current Content Management System (CMS) and make a  
recommendation for upgrade or purchase of a new CMS. 

Content  
Management  
Strategy 

Recommend a content management strategy to transition and maintain site content. 

 


