The South Plainfield Public Library 

Request for Proposal

Website Content/Maintenance

I. Introduction

The South Plainfield Public Library is soliciting proposals for website content/maintenance services from qualified firms or individuals.
II. Background Information
The South Plainfield Public Library currently houses a Windows Server 2012 RT Standard. The server is maintained by our IT staff. The website is maintained remotely through VPN connection. 
III. Services Required

· Keep program listings and other information up-to-date on front page and other pages as needed. Post timely announcements of closings, emergencies, cancellations, etc. This includes daily updates to the information on library programs/events 
·  Revise/update information on other website pages, create new pages for website, and add new information/products to existing pages, as needed or as requested by library director. Post board minutes & statistics to website monthly. 

·  Post frequently (at least several times/week) to our Facebook page. Postings will include notice of library events/news/announcements, as well as other information that may be useful or interesting to our patrons. 

·  Set up new databases & other online resources, test & troubleshoot, add them to website, and create & maintain help pages for users on the website as needed. Keep abreast of changes to existing products. Communicate & coordinate with other staff members on changes to online resources as needed. Deal with problems that arise, such as login or security issues. Communicate with vendors as needed. Manage WAM (Web Access Management) forwarding table in Millennium, or whatever replaces it. Remove discontinued products from website. Maintain a master list of all database URLs, admin URLs and admin logins. 

·  Maintain several web directories (Useful Websites, Homework Links, Sites for Seniors, Kid page links, Teen page links, Info for New Americans, Spanish links). Each page in these directories will be updated regularly, as time permits. Updating involves the following: 
·  Check existing links for changes. 
·  Find new URL for broken links, or remove them if site is defunct. 

·  Update annotation if needed to reflect changes in the linked site. 

·  Remove sites whose quality has declined. 

·  Review new sites for possible addition to directory.
·  Create and update content on our Wordpress page, including Webfinders on a variety of topics and features on using library resources. 

·  Research & perform customizations of online catalog, as requested by library director/staff. Deal with miscellaneous Millennium/Encore problems that arise, as requested by library director/staff. 

·  Re-design website pages when needed to improve functionality and/or accessibility, accommodate new needs, and/or occasionally give the site a fresh look. 
·  Add or replace website features, as needed or as requested by library director. 

·  Maintain Engaged Patrons feedback/comment form. Read and reply to feedback messages or forward to appropriate staff member as needed. 

·  Participate in evaluating new products; review & comment on technology plans and similar documents, as requested by library director. 

·  Keep library director and staff informed of changes to website, and how to access new products and information via the website. Consult with director and staff by phone and email as needed. 

·  Do miscellaneous tasks as requested by library director. (Past examples: research and rewrite staff evaluation form for director, record new teleserver messages, investigate possible digital access option for Courier News, set up Engaged Patrons 'Library Value Calculator'.)
IV. Minimum Requirements 
· Experience with web design/management, knowledge of HTML and CSS coding
· Experience with library ILS (preferably Innovative Interfaces Inc.)
· Experience with library ILS remote access service/patron authentication (WAM preferred) 
· Experience with assessing the credibility and relevance of online resources
· MLS/MLIS is preferred
· Excellent organizational, communication and interpersonal skills
V. Submittal Requirements
Cover Letter– to contain the following:

1. Company/Individual name, address and telephone number

2. Briefly state your understanding of the services to be performed and make a positive commitment to provide the services as specified.  Summarize your proposal and your firm’s qualifications. 

3. Statement which indicated the proposal and cost schedule shall be valid and binding for ninety days following the proposal due date and will become part of the contract that is negotiated with the Library. 

General Vendor Information– to contain the following:

1. Length of time in business of providing proposed services

2. Office location(s)

3. Describe how your firm is positioned to provide the services listed above and provide a history of experience on providing similar services.

4. Describe your approach to providing these services and your methodology for providing on-going support.

5. Provide the name, title, address, and telephone number of three references for clients whom you have provided similar services.  Please provide information referencing the actual services provided, customer size (number of users), and the length of tenure providing services to this client.

6. The proposal must contain a fee schedule that includes hourly rates for the proposed services.

7. Describe how your services are priced and any specific pricing you are able to provide. 

8. Define any additional charges (e.g. travel expenses.)
Additional Requirements:

1. State Business Registration

2. Valid Certificate of Employee Information Report

3. Affirmative Action Document – “For Goods and Professional Services”

VI. Submission of Proposals 
All proposals must be addressed to:

Linda Hansen, Library Director

South Plainfield Public Library

2484 Plainfield Ave

South Plainfield, NJ 07080

All proposals must be received by 6:00 PM Friday January 4, 2019
