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1.0
Overview

A review of the AQMD Website was completed and a Response and Recommendation document delivered September 12, 2002.  Two key components of the recommendation were to 1) make portions of the website available in Spanish and 2) provide for an overall website redesign.  Consistent with the aforementioned recommendations, AQMD will initiate a web site redesign task order.  The redesign effort will proceed using a phased approach allowing for discrete usable deliverables and dynamic implementation. 

The Phase 1 effort includes machine translation tool selection and implementation, policy and standards development, training and migration planning.  The overall goal for Phase 1 is to prepare AQMD staff to successfully convert the website “look and feel” to the defined standard and to implement a short-term solution for multilingual website access.  The Phase 2 effort involves the actual website conversion of the main page and top level sub web pages and evaluation of a full multilingual website solution.  The Phase 3 effort will focus on conversion of any remaining pages to the redesign standard.  This task order will focus on Phase 1 only, with Phases 2 and 3 to follow in the future.
1.1
Project Goals and Objectives

The goals of this task order are as follows:

1. Develop the needed standards, guidelines and templates to support the redesign
2. Select and implement a multilingual translation solution (machine translation service provider) for our AQMD Website

3. Train the Web Deputies in the approved development/publishing environment

4. Implement the approved redesign
2.0
Statement of Work

The AQMD requires the services of a CONTRACTOR to assist in the redesign of the AQMD Website.  Tasks associated with this redesign effort follow.
2.1
Task 1:
Redesign Preparation Phase
Using the documents provided, examination of the current website and through discussions with the Web Development Team, CONTRACTOR shall prepare a work plan and strategy for completion of the tasks detailed in this section.  Upon review and approval of the Work Plan by AQMD, CONTRACTOR shall complete the tasks as detailed.  The work plan and document deliverables should adhere to the format and content requirements in Section 4.0 Deliverables and include the Deliverable Template provided in Appendix A.  The work plan should be accompanied by a Microsoft Project Plan listing all activities, tasks, start date, end date, resource requirements and dependencies including AQMD deliverable evaluation and turnaround times.  
Deliverables associated with the Task 1 effort should at a minimum include the following:
1. Work Plan/Microsoft Project Plan
2. Policy and Procedures Document
3. Style and Layout Templates
4. “How To” Manual

5. Design Standards and Content Guidelines
2.2
Task 2: Multilingual Translation Service Provider Selection
CONTRACTOR shall meet with the Web Development Team to extract overall requirements and evaluation criteria for selection of a machine translation service provider.  Further, CONTRACTOR shall evaluate three (3) to five (5) service provider solutions and provide product summary, evaluation criteria, sample translation and purchase recommendation.  Upon purchase approval, CONTRACTOR shall work with AQMD to implement the selected service provider solution
Deliverable(s)

1. Product Evaluation and Recommendation document

2. Translated Sub web Sample
2.3
Task 3: Training and Migration Support

Using the Style and Layout Templates, Design Standards and Content Guidelines and Policy and Procedures document(s) developed in task 1, CONTRACTOR shall assist AQMD with implementation of the redesign.  This includes Web Deputy training and migration support.  CONTRACTOR shall provide a complete solution to enable Web Deputies to easily build, migrate, or update content using the aforementioned deliverables and the AQMD selected publication software.
Deliverable(s)

1. Leader Led Training

· “How To” Manual Review
· Design Standards Implementation
· Hands-On Style and Layout Templates Workshop
2.4
Project Tracking and Administration

Project tracking shall be administered during the entire project lifecycle.  Project tracking will consist of the following:

1. Web Development Team Meeting Minutes

2. Biweekly Status Meetings

3. Updated Microsoft Project Plan 

4. Monthly Status Report
5. Issue Identification and Resolution Log 

3.0
Task Order Completion Date and Work Plan Requirements

Responses to this task order will include completion of the Work Plan, Cost and Deliverable Schedule (Appendix A) and Microsoft Project Plan.  Initial Work Plan deliverable should be submitted no later than April 00, 2003.
4.0
Deliverables

Format and content requirements for deliverables must include but is not limited to the following.

4.1
Work Plan

The Work Plan must include, but is not limited to, a minimum of the following sections: 

1. Objective Statement - A statement of the problem and requirements along with a general overview of how the problem will be resolved.

2. Statement of Work - Narrative descriptions of all activities to be performed and assigned priorities.

3. List of Deliverables – A list of deliverables CONTRACTOR believes necessary to complete the Task Order with expected completion dates for each.  This list may deviate from the District requested deliverables if the technical approach selected logically dictates a variation.

4. Resources - The full names of the technical and managerial resources by labor category and estimated number of labor hours by category.

5. Total Project Cost Estimates - Estimates must be itemized to indicate cost for each required deliverable.  Please complete Appendix A – Cost and Schedule.

4.2
Style and Layout Templates

The website templates should provide for a standardized look across AQMD’s entire website and provide supporting documentation for template usability, including a “How-To” manual with instructions and examples for accessing standard templates, images and other graphics.  The Style and Layout Templates must include, but are not limited to the follow: 

1. Screen Layout and Page Specifications - Titles, headers, footers, menus and colors

2. Navigation and Menu Requirements  

3. Table Styles

4. Text Styles and Fonts

5. Graphics, Logos and Images

6. Acceptable Document Formats

4.3
Design Standards Document

Design standards should coincide with website-design “best practices” (W3C) to take advantage of components that save bandwidth and server resources, and minimize duplication of material across the web site.
The Design Standards document Guide must include, but is not limited to, a minimum of the following sections: 

1. Design and Layout

2. Design Tools and Software

3. Testing

4. Maintenance and Support

4.4
Policy and Procedures Document

The Policy and Procedures is required to formalize a uniform standard for Website administration throughout the organization.  The Policy Procedure document must include, but is not limited to, a minimum of the following sections: 

1. Purpose, Scope and Applicability – The general subject of the policy

2. General Policy - Specific resources that support this activity and who is responsible for the resources

3. Related Policies and Documents – Related policies and policy-setting documents

4. Definitions – List and define specialized terms used in the policy

5. Responsibilities – Identify specific responsibilities for the staff members and others involved in executing this policy

6. Standards – Define any standards that will be applied as a result of this policy

7. Specific Policies – Detailed description of the specific policy(ies)

8. Special Circumstances – Identify any special circumstances that might result in exceptions to the stated policy(ies)

4.5
Evaluation Criteria

All project deliverables are subject to review and approval by AQMD prior to the start of any new task and/or deliverable. Evaluation criteria for the aforementioned deliverables will be determined during the Work Plan development step.  Contractor employee selection is subject to approval by Implementation Management.
Appendix A – Cost and Deliverable Schedule

	Tasks and 

Deliverables
	Start Date
	Due

Date
	Estimated Hours
	Estimated Cost

	Task 1: Redesign Preparation Phase
Deliverable(s)

1.  Work Plan/Microsoft Project Plan

2. Policy and Procedures Document
3. Style and Layout Templates

4. “How To” Manual

5. Design Standards and Content Guidelines
	03/07/2003
	05/30/2003
	380

100

100

180

---

---
	$42,735.00

$11,246.00

$11,246.00

$20,243.00

----------

----------

	Task 2: Multilingual Machine Translation Service Provider Evaluation and Selection

Deliverable(s):

1. Evaluation/Recommendation document

2. Translated Sub web Sample
	03/31/2003
	04/08/2003
	50
	$5,623.00

	Task 3: Training and Migration Support

Deliverable(s):

1. Contractor Leader Led Training

· “How To” Manual Review

· Design Standards Implementation
· Hands-On Style and Layout Templates Workshop
 
	06/02/2003
	06/11/2003
	50


	$5,620.00


	Project Tracking and Administration

1. Web Development Team Meeting Minutes

2. Bi Weekly Status Meetings

3. Updated Microsoft Project Plan
4. Monthly Status Report
5. Issue Identification and Resolution Log
	03/07/2003
	06/11/2003
	50

	$5,622.00

	TOTAL
	
	
	
	$59,600.00
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