BID BOARD NOTICE
PROCUREMENT ID NUMBER: PHPA-51201

ISSUE DATE: October 17, 2012

TITLE: Conversion of two existing and established websites to content management
systems

THIS SOLICITATION SHALL BE MADE IN ACCORDANCE WITH THE SMALL
PROCUREMENT REGULATIONS DESCRIBED IN COMAR 21.05.07

This solicitation has been designated as a Small Business Reserve (SBR); only registered
SBRs may respond. Please apply at https://ebidmarketplace.com/ to begin the process, then
follow the prompts to see if your business qualifies. For assistance in the SBR registration
process, please call 410-767-1492. If you qualify, please put your SBR number on the bid

page.

Summary Statement

The Center for Tobacco Use Prevention and Control (hereafter referred to as CTPC) within the
Maryland Department of Health and Mental Hygiene (DHMH) is soliciting bids to convert two
existing and established state websites — www.marylandtrash.com and
www.smokingstopshere.com — to open source content management systems.

The selected Contractor will transfer and translate the current websites to implement them into a
content management system in order to allow non-technical content contributors to add and edit
content through a standard web browser. As information, data, and services are constantly
changing, CTPC staff seeks an easy-to-use program in order to provide such updates in a timely
manner. Having an updated website keeps the information relevant and will encourage people to
continue to visit the website as a trusted source. Additionally, the selected Contractor will
provide training to CTPC staff in using the content management system, and will provide initial
updates to the site as requested by CTPC staff through March 2013. Monthly reports will also be
required.

A single contract will be awarded to the organization that best meets the evaluation criteria. The
anticipated term of the contract resulting from this solicitation will begin on or about November
1, 2012 through March 22, 2013. Proposals of $10,000 or less will be considered.

Funds for this program are available through a cooperative agreement between the Department
of Health and Mental Hygiene (DHMH) and the federal Office on Smoking and Health (OSH),
Centers for Disease Control and Prevention (CDC), as well as through a federal award received
by DHMH through the 2009 American Recovery and Reinvestment Act (ARRA) stimulus



program, and are contingent upon continued federal support for this promotion. Funds may not
be used to finance tobacco use cessation (counseling or products) or to finance lobbying (for
legislation).

Specifications

The selected Contractor will provide the following:

A.

Schedule an initial consultation meeting with CTPC staff to review the sites and finalize the
conversion and maintenance plans.

Take the current website designs and convert them into a content management system
program that is user-friendly for non-technical program staff to use. All conversion-related
fees must be included in the final bid. CTPC will not purchase additional software;
suggested no-cost content management programs are ‘Joomla’ or ‘Wordpress’. Systems
should provide an easy-to-use interface with a wide range of editing options, allowing users
to create pages, edit content, add links, videos, forms and images, share content modules, and
preview pages quickly and easily.

*CTPC shall provide all current website access information to the selected Contractor upon
award.

Provide training sessions for at least two to three CTPC staff on how to use the programs to
update the websites; written instructions will be included.

Provide updates to the sites through March 2013, expected to be on a weekly basis.

Submit monthly reports, tracking hits to the website (Google Analytics is already established
for both websites), and outlining progress of deliverables, expenditures, and next steps in
detail.

Provide jobs reports for the contract term, in the format as described in the ARRA Funds
Jobs Reporting attachment, due as follows:
> Job hours for the month of November shall be submitted no later than
December 8, 2012.
» Job hours for the month of December shall be submitted no later than
January 8, 2013.
» Job hours for the month of January shall be submitted no later than February
8, 2013.
> Job hours for the month of February shall be submitted no later than March 8,
2013.
» Job hours for the month of March shall be submitted no later than April 8,
2013.



G. Submit a final summary report outlining all updates performed throughout the contract term
and completion of deliverables. Include any relevant information needed by CTPC staff for
future updates.

Ownership and Rights of Data

Work produced as a result of this solicitation is and shall remain the sole property of the
Department of Health and Mental Hygiene. The Contractor agrees that, at all times during the
term of this contract and thereafter, the works created and services performed shall be “works
made for hire” as that term is interpreted under federal copyright law.

Mandatory Requirements

This solicitation has been designated as a Small Business Reserve (SBR). You must be
registered as an SBR in order to submit a proposal. Failure to supply your SBR number on the
Budget Proposal Form will deem you as non-responsive.

Proposal Submissions

The Offeror shall complete the attached Budget Proposal Form (page 6) and send a proposal that
must be no smaller than 12-point font, double-spaced, with one-inch margins. Technical
proposals shall be no longer than four (4) pages, (this excludes budget, budget narrative, letters
of support, and any applicable attachments). The primary purpose of this solicitation is to
provide funds for converting two websites to content management systems, and provide updates
to the current websites through March 2013.

Technical proposals shall include:

A. Background Information
1. Agency Name
2. Name, address, telephone number, e-mail address, fax number, and position/title
of the individual who will serve as the primary contact for this contract.
3. The Offeror’s federal identification number.

B. Organizational Capability
1. The experience and capabilities of the agency relevant to accomplishing this
project, including how the agency is organized, and any successful projects of a
similar nature that have been completed.

C. Conversion and Maintenance Plan
1. Describe conversion and maintenance plans for both websites, including the
specific content management programs recommended for each website and
justification for that selection. Provide a specific implementation timeline.
Please provide work-related biographies and current resumes of all key personnel
that will be working on this project. This can be included as an attachment and is
not required within the 4 page limit.



2. Describe how all information on the websites will remain secure during the
conversion, as well as after the conversion is completed.

3. Identify goals and objectives for the contract period and outline the evaluation
and performance measures that will be used to assess if the goals and objectives
have been achieved.

4. Description of the capability of the Offeror to submit monthly reports in a timely
manner.

5. Discuss methods for monitoring the website.

D. Offerors shall submit a required minimum of two (2) letters of support from
other agencies that the organization has collaborated with or former or current clients.
A maximum of four (4) letters should be submitted. Reference websites developed
by the Offeror should be included for the evaluation committee to review.

E. Offerors must disclose all conflicts of interest (obvious and non-obvious), if any, and

describe in detail how the conflicts of interest will be ameliorated.

Award

An award will be made on the basis of the most advantageous offer to the State of Maryland
considering price and the evaluation criteria found in this solicitation. Proposals of $10,000 or
less will be considered.

Evaluation Criteria of Proposal
These are listed in descending order of importance:
A. Organizational Capacity — extent to which the Offeror has the technical programming
experience and capability to successfully convert websites to content management
systems in a format that non-technical staff may update. Letters of recommendation

must be included.

B. Conversion and Maintenance Plan — extent to which Offeror has provided a clear and
rational conversion and maintenance plan for each website.

C. Aclear and rational Budget Proposal and Narrative (Attachment I).

Contract Term

The term of this contract shall be on or about November 1, 2012 through March 22, 2013.

Billing
Payment will be made by CTPC upon receipt of acceptable deliverables and invoices from the
Contractor. Invoices must be sent twice, for approximately 50% of the contract each. The first



is to be sent upon receipt of notification that the contract has been awarded; the second, upon
successful completion of activities through March 22, 2012. All expenditures must be accounted
for in invoices and reports. Required reports are due 30 days after start up and monthly
thereafter describing the progress made on deliverables and expenditures to date. Invoices must
be on company letterhead and include vendor’s name, address, date, line item breakdown,
Tax ID #, contract number, Blanket Purchase Order (BPO) number, ARRA information,
and signature in order to be processed.

SUBMISSION DEADLINE

Interested parties should submit one original and three (3) copies of their technical proposal.
Your financial response should be submitted using the attached “Bid Form”. The financials must
include ALL final costs (website conversion, updates to the website, training for CTPC staff,
reporting, and any costs related to completing the project). Proposals must be mailed or hand-
delivered and must be received by the Procurement Officer NO LATER than 10:00 a.m. on
October 24, 2012 in order to be considered. Submission envelope must show the Procurement
ID number.

Offerors who hand deliver their submissions are requested to please ask the building’s security
desk to telephone the Procurement Officer.

Offerors who mail submissions should allow sufficient mail transit time to ensure timely receipt
by the Procurement Officer. Bids and/or unsolicited amendments to bids arriving after the
closing hour and date noted above will not be considered. For any response that is not hand-
delivered, the bidder must confirm, at least 60 minutes before the deadline, that the bids were
received in FHA Procurement. FHA is not responsible for bids dropped off in the mailroom.
Questions regarding this solicitation should be directed to the Procurement Officer.

PROCUREMENT OFFICER: ISSUING OFFICE:

Vern Shird Dana Moncrief

Family Health Administration Center for Tobacco Use Prevention and
201 West Preston Street Room 306 Control

Baltimore, MD 21201 201 West Preston Street

Phone: 410-767-5039 Baltimore, MD 21201

Fax: 410-333-7106 Phone: 410-767-5316

Email: vern.shird@maryland.gov Fax: 410-333-7903

MINORITY BUSINESS ENTERPRISES ARE STRONGLY ENCOURAGED TO
RESPOND TO THIS SOLICITATION.



Budget Proposal Form

PROCUREMENT
1.D. NUMBER: PHPA-S1201

ISSUE DATE: October 17, 2012

TITLE: Conversion of two existing and established websites to content management
systems

A) Offeror Information:

Vendor Name:

Federal Tax ID (FEIN#):

Contact Person:

Address:

Telephone#:

Email/Fax#:

SBR #:

B) Total cost for conversion of websites, staff training, site updates, reporting, and any
costs related to completing the project:

$

*Costs exceeding $10,000 will not be considered.

Signature Date
Vendor signature and date certifies that bid submission is correct and that vendor agrees to perform all services stated in BBN
PHPA-S1201.

ATTACHMENT I



Department of Health and Mental Hygiene Line Item Budget*

Budget Period from 11/01/12 to 03/22/13

BUDGET ITEM PROPOSED DHMH SUPPORT

1. Personnel Costs

2. Other Costs (E.g., any necessary fees
involved with converting the sites or costs
needed to complete the project above and
beyond personnel time)

3. DIRECT Costs

4. Indirect Cost

5. TOTAL COST

TITLE OF PROJECT:

AGENCY NAME:

AUTHORIZED SIGNATURE:

DATE:

FEDERAL IDENTIFICATION NUMBER:

* Include Budget Narrative on a separate page.

! Indirect cost may not exceed 10% of personnel in item 1.



