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Scope of Work

. Scope of Solicitation

1. Instructions to Offerors

I11.  Scope of Work / Specifications
IV.  Terms and Conditions - Special
V. Bidding Schedule

Clemson University’s Public Affairs office seeks a vendor to provide and implement an all-in-
one e-newsletter and email marketing solution. The solution must have the interactivity of a
website but with analytics of an email marketing solution. Desired characteristics include Social
Media integration, recipient customization, list management, multivariate testing, reporting, and
dynamic content.

AWARD

Award will be made to one Offeror. Award will be made to the highest ranked, responsive and
responsible Offeror whose offer is determined to be the most advantageous to the university. The
contract will be based on the initial product license, annual maintenance fee, and professional
services for training and implementation.

CONTRACT PERIOD - ESTIMATED

Software Product to include License and Maintenance
Initial Term: 01/14/2013 —01/13/2014
Maximum Term: 01/14/2013 — 01/13/2015

Dates provided are estimates only. Any resulting contract will begin on the date specified in the
notice of award.

The effective date of this contract is the first day of the Maximum Contract Period as specified
on the final statement of award. For bids where award statement is not required, the effective
date of the contract will be the issue date on the Purchase Order. For continuing contracts the
initial term of this agreement is one (1) year from the effective date as stated on the award
document. At the end of the initial term, and at the end of each renewal term, this contract shall
automatically renew for a period of one year, unless contractor receives notice that the
University elects not to renew the contract at least thirty (30) days prior to the date of renewal.
Said renewals may be less than, but will not exceed, one (1) additional one year period.
Regardless, this contract expires no later than the last date stated on the final statement of award.

Deadline for Receipt of Questions: All questions must be emailed to Tammy Crooks at
duncant@clemson.edu prior to 12/02/2013, 12:00 Noon ET.
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BID IN ENGLISH & DOLLARS - Offers submitted in response to this solicitation shall be in
the English language and in US dollars.

DESCRIPTIVE LITERATURE - LABELLING: Include Offeror’s name on the cover of any
specifications or descriptive literature submitted with your proposal.

SUBMITTING YOUR PROPOSAL - Regardless of specific requirements below or in this
document, Offerors are required to submit their proposal electronically through the Clemson
University online bidding system. To do so you must login (registering first) at
https://sciquest.ionwave.net/prod/default.aspx?company=clemson, and follow specific
instructions for this solicitation. Do NOT simply email or mail in proposals based on this scope
of work document. You must attach your complete proposal response as two separate .pdf files
in the online bidding system - one file as a technical only (i.e. no cost information) and one file
as a cost proposal. Submit any additional files if required as redacted proposals. These
attachments must address all the specific requirements outlined in Section II, Instructions to
Offerors, as well as Section 111, Scope of Work/Specifications.

Complete literature must be submitted as an attachment in the Bid Attachment Response in the
online bid document. Any deviation from specifications, indicated herein, must be clearly
pointed out; otherwise, it will be considered that items offered are in strict compliance with these
specifications, and successful bidder will be held responsible. Include Offeror’s name on the
cover of any specifications or descriptive literature submitted with offer.

REQUIRED PROPOSAL CONTENT: Qualified Offerors are encouraged to submit a
proposal for the e-newsletter and email marketing solution outlined within this solicitation
specification. Each proposal must meet the minimum requirements contained within this
solicitation to be considered for a contract award.

INFORMATION FOR OFFERORS TO SUBMIT - In addition to information requested
elsewhere in this solicitation, Offerors should submit the following information for purposes of
evaluation:

1. Cover Letter
Offeror shall provide a cover letter that contains a commitment to provide the
product/services described in this solicitation. The cover letter must include the
name and signature of a representative of the Offeror who is authorized to
negotiate a contract with the University and should summarize the overall
benefits to selecting your company and what your company considers to be the
most important factors involved in the selection of an e-newsletter and email
marketing solution.
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92 2. Table of Exceptions

93 A summary must state whether your proposal does or does not fully comply

94 with the requirements defined in this solicitation and shall provide a detailed list

95 of exceptions to the Scope of Work or other solicitation requirements including

96 all attachments. This list must be in table form and must identify the page,

97 section number, provision and specific exception, non-conformance and/or

98 substitute language proposed. Failure to identify any specific items of non-

99 compliance will result in the University assuming compliance. The University,
100 at its sole discretion, may modify or reject any exception or proposed change,
101 and an exception may also make a proposal non-responsive.

102

103 3. Executive Summary

104 The Executive Summary shall condense and highlight the contents of the

105 solution being proposed by the Offeror in such a way as to provide the

106 Evaluation Committee with a broad understanding of the Offeror’s Proposal.
107 Offerors must present their understanding of the problems being addressed by
108 implementing a new system, the objectives and intended results of the project,
109 and the scope of work. Offerors shall summarize how their Proposal meets the
110 requirements of the Request for Proposal, and why they are best qualified to
111 perform the work required herein.

112

113 4. Qualifications

114

115 A. Corporate Overview

116 The Corporate Overview section of the Proposal must consist of the

117 following subparts:

118 1. Offeror Identification and Information

119 The Offeror must provide the full company or corporate name,
120 address of the company's headquarters, entity organization

121 (corporation, partnership, proprietorship), state in which the

122 Offeror is incorporated or otherwise organized to do business, year
123 in which the Offeror first organized to do business, and whether
124 the name and form of organization has changed since first

125 organized.

126

127 2. The Offeror must disclose any and all judgments, pending or

128 expected litigation, or other real or potential financial reversals,
129 which might materially affect the viability or stability of the

130 organization, or state that no such condition is known to exist.
131 3. Change of Ownership

132 If any change in ownership or control of the company is

133 anticipated during the twelve (12) months following the proposal
134 due date, the Offeror must describe the circumstances of such
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change and indicate when the change will likely occur. Any
change of ownership to an awarded vendor(s) will require
notification to Clemson.

4. Office Location
The Offeror’s office location responsible for performance pursuant
to an award of a contract with Clemson University must be
identified.

5. Contract Documents
The Offeror shall provide copies of all contract documents.
Contract documents may include, but not be limited to: software
license agreements, professional services agreements, master
services agreements, maintenance agreements, support and service
level agreements, etc.

B. References
The Offeror shall provide a minimum of three (3) references from three
separate higher education institutions with contact information including
email addresses. Clemson reserves the right to check any reference(s),
regardless of the source of the reference information, including but not
limited to, those that are identified by the company in the proposal, those
indicated through the explicitly specified contacts, those that are identified
during the review of the proposal, or those that result from communication
with other entities involved with similar projects.

Information to be requested and evaluated from references may include,
but is not limited to, some or all of the following: project description and
background, job performed, functional and technical abilities,
communication skills and timeliness, cost and schedule estimates and
accuracy, problems (poor quality deliverables, contract disputes, work
stoppages, etc), overall performance, and whether or not the reference
would rehire the firm or individual. Only top scoring Offerors may
receive reference checks and negative references may eliminate Offerors
from consideration for award.

The Offeror shall provide a summary listing previous projects similar to
this Request for Proposal in size, scope and complexity.

Installation/Implementation Plan/Timeline

The successful Offeror, as part of the Cost Proposal price, will be responsible
for configuration, and implementation of the proposed product as may be
requested by Clemson University. Such assistance shall include telephone or e-
mail, if requested by Clemson University. All other work required to complete
the implementation must be included in the fixed price cost, this should include
a detailed implementation timeline. Offeror must provide detailed information
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on the configuration and implementation requirements as well as detailed
information on the schedule.

Provide a detailed implementation plan that includes a timeline with dates of
initiation and completion. Include all requirements, if any, for university
resources that must be used for each step of the implementation.

Insurance

The successful Offeror shall provide satisfactory evidence of all required
insurance coverage and licenses prior to performance or as part of the technical
proposal.

Maintenance/Support Agreement

Maintenance/Support Agreement must include, but not limited to, any upgrades,
updates, enhancements, new releases, etc. to the product released during the
term of the contract. Offerors must detail what is contained in their
maintenance/support agreement, to include descriptions of service level
offerings and licensing considerations.

Training Plan

The Offeror must develop and submit a Training Plan that supports all
requirements of this RFP. The Offeror must supply initial technical training on
the proper use of any software solution. The training must be sufficient to
enable technical individuals designated by Clemson to fully understand, test,
validate, use tools for, and operate and instruct others as to the features,
functions, capabilities and maintenance (e.g., trouble identification) of the
software so as to perform all functions effectively and without error. The
Offeror shall also identify user groups and additional training resources that
might be beneficial to Clemson University’s implementation.

Third Party Use
Identify any use or reliance on third-parties related to product development,
implementation, on-going use, cost, and/or technical support.

Documentation of Product
Provide both on-line and printed materials that document the product.

Conversion/Migration/Integration
Identify and describe, in detail, the plan for conversion/migration of data and
integration with existing systems.

Agreements
Include any forms or agreements (i.e. Service Level Agreements) to include
performance commitments.
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Additional Functionality/Services

Additional enhancements that may benefit the application, i.e. any
specifications for future expansion, or for features or capabilities that will likely
be needed by Clemson University at some time in the future may be submitted.
Products under development to meet these future needs should be referenced
with anticipated release dates.

Consulting/Development/Customization/Programming Services

A detailed plan for future consulting, development, customization and
programming services will be submitted based on fixed hourly rate to include
travel, meals, lodging and all expenses as required under South Carolina Travel
Regulations and Guidelines. This cost will not be used in evaluation but may be
negotiated.

Security

A. Must comply with all applicable laws and regulations commonly found in a
higher education environment as well as timely implementation of
compliance with future changes to laws and regulations. Current laws and
regulations include, but are not limited to: FERPA, Clery Act, ADA 508
compliance.

B. Offerors should also include documentation of how Clemson University
data is kept secure and confidential.

Hardware/Software

The Offeror must specify all software and hardware required for the system to
function in the manner described. Be specific if any particular software
versions are required. ldentify and describe any additional hardware required.

Technical Proposal

Provide a technical proposal with a detailed description of how your
product/service meets the requirements documented in this section as well as
Section III/Scope of Work/Specifications. Offeror’s proposed solution must
describe and identify all products/services to fulfill the scope of this RFP
document which must be identified as Offeror’s “base solution”. It is the intent
of Clemson University to acquire the best base solution possible and for
evaluation purposes, it is imperative that Offerors completely and carefully
word and convey all of the information requested. Offers should be prepared
simply and economically, providing a straightforward, concise description of
Offeror's capabilities to satisfy the requirements of the RFP. Emphasis should
be on completeness and clarity of content. Offerors must demonstrate a
thorough understanding of the project purpose, scope, activities, requirements
and responsibilities. Technical Proposal responses must be complete and
detailed, must address each section using identical section titles, and must
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follow the order and use the numbering scheme contained in the RFP Purpose
and Scope of Work. Offerors must discuss their approach and methodology for
each of the activities and deliverables in the proposal and identify key dates.

Again, the base solution must describe/identify/include all products/services to
fulfill the scope of this RFP document. However, there may be additional
products/services/enhancements/add-ons that have not been requested in the
scope of the RFP document but will be required for Offeror’s product/service
to fulfill the scope of the RFP document. If this is the case, Offerors must
identify/describe/include these additional products/services in their technical
proposal as the “base solution”. Any additional products/services/
enhancements/ add-ons Offeror requires in the base solution to fulfill the scope
of the RFP must also be identified/included in the Offeror’s Cost Proposal as
the cost of the “base solution”. If your offer includes any additional
enhancements and/or add-on components or services that is not required to
fulfill the scope of the RFP, these products/services must be identified and
described in your Technical Proposal as well as your Cost Proposal documents
and labeled in each proposal as Appendix A so that Clemson University can
easily and clearly identify what is included in your technical base solution and
what is included in your cost base solution. Including a separate appendix for
products/services not included in the base solution will aide in our evaluation
process along with providing a complete understanding of your offer contents.
Offers which include either modifications to any of the solicitation's contractual
requirements or an Offeror's standard terms and conditions may be deemed non-
responsive and not considered for award.

Cost Proposal

The cost of the proposed products/services must be itemized by Offeror in the
Cost Proposal, addressing requirements listed throughout the proposal
document. Offeror’s proposed solution must describe and identify all
products/services to fulfill the scope of this RFP document which must be
identified as Offeror’s “base solution”. It is the intent of Clemson University to
acquire the best base solution possible and for evaluation purposes, it is
imperative that Offerors completely and carefully word and convey all of the
information requested. For each requirement, the Offeror’s response to the item
must be presented, along with which product/service addresses the requirement.
At the end of the document in the Cost Proposal, the Offeror must present all
products/services identified as necessary to fulfill the requirements of the RFP
document and the cost of each must be listed separately as the “base solution”.
Again, the base solution must describe/identify/include all products/services to
fulfill the scope of this RFP document. However, there may be additional
products/services/enhancements/ add-ons that have not been requested in the
scope of the RFP document but will be required for Offeror’s product to fulfill
the scope of the RFP document. If this is the case, Offeror must
identify/describe/include these additional products/services in their Cost
Proposal as the “base solution”. If your offer includes any additional
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enhancements and/or add-on components or services that is not required to
fulfill the scope of the RFP, these products/services must be identified and
described in your Cost Proposal and labeled as Appendix A so that Clemson
University can easily and clearly identify what is included in your cost base
solution. Including a separate appendix for products not included in the base
solution will aide in our evaluation process along with providing a complete
understanding of your offer contents. All costs must be included in the Cost
Proposal. Cost Proposal must be separate from the Technical Proposal as stated
above in RFP Submittal section. Do not include cost in Technical Proposal.
These should be submitted as two separate documents via .PDF
attachments in the online bidding system. Total cost to fulfill requirements
specified herein must also be indicated in Bid Line Item Pricing in online
bidding system. Your separate cost proposal may go into more detail in terms
of cost breakdown, options, etc..., but it must also clearly indicate the cost you
enter into the online system. This is the cost that will be used for evaluation
purposes and should reflect the cost for the base technical proposal you are
offering in response to this solicitation. If there are conflicts in the costs you
propose or Clemson cannot clearly determine a total cost for your proposal,
your response may be deemed non-responsive.

Please provide the following in the separate cost proposal:

In the submitted proposals please list the initial cost of software services,
license renewal and/or maintenance, training, support, and one-time cost for
designing email templates. The software will need to accommodate a
minimum of 1,000,000 email sends and at least five licenses. Additional
licenses may be negotiated. Evaluation of cost will be based on 1,000,000
email sends and at least five licenses; however, Offerors are encouraged to
include their detailed pricing structure. Offerors cost will be evaluated based
on the total cost of ownership for the base solution for the potential two-year
contract period. Please include, if applicable, the hourly rate for future
consulting services, or needed assistance once installation and training has
occurred.

Overview

Clemson University’s Public Affairs office seeks offers for an all-in-one, web-based e-newsletter
and email marketing solution that will provide features necessary to create and disseminate
interactive e-newsletters, and run an email campaign, such as message sending, contact entry,
contact importing, and reporting. The vendor will be required to provide live in-person or web-
based training on the system as well as on-going support and service including system upgrades,
fixes, and enhancements.
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Requirements:

The solution must include:

1. Technical

a)
b)

c)
d)

e)
f)
9)

h)

)
K)

Ability to access from any operating environment.

Licensing, account set up, prefer to handle DHCP, virtual mail server, and direct
attached storage set-up.

One master account and four sub-accounts.

Ability to integrate with an email listserv so that administrator does not have to
upload email lists.

Ability for recipients to customize the information that they want (and do not
want) to receive, with the ability to make some categories mandatory.

Ability to authenticate to SMTP and POP servers or send directly with an internal
server.

Ability for recipient to view email/e-newsletter in a MacOS or Windows
environment, or a mobile environment. Please include a list of the mobile
environments that you cover.

HTML and plain text editor for creating messages.

Spam checking technology to preview message content for problematic content or
formatting.

Test and review module, which enables user to send to a testing group, which can
edit, provide feedback and/or approve communication.

IPV6 WARRANTY (MAR 2012): Contractor represents and warrants that the
equipment is designed to create or receive, process, and send or forward (as
appropriate) IPv6 packets in mixed IPv4/IPv6 environments. IPv6 Capable
Products shall be able to interoperate with other IPv6 Capable Products on
networks supporting only IPv4, only IPv6, or both IPv4 and IPv6**.

2. Training and support

a)
b)
c)
d)

Live, individual online or in-person training

Dedicated account manager

Periodic account reviews by dedicated account manager

Unlimited access to vendor resources such as webinars, white papers and
workshops.

3. Newsletter

a)
b)

Ability to create a uniform interactive back-end microsite where content can
reside.

Ability to “rate,” “comment” and “like” an article with a method to manage
comments.


http://en.wikipedia.org/wiki/Plain_text
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Provide custom email and newsletter templates and the ability for user-created
templates.
Ability to easily share newsletter content with various social networks.
Ability to create and print out a full-text PDF version of the newsletter that is
formatted in one long publication with photos and no page breaks.
Ability to automatically pull content into newsletter through RSS feed or to enter
content directly into the tool.
Newsletter should automatically resize images.
Newsletter should contain the capability to stream embedded video through the
newsletter
Ability to include polls and surveys in the newsletter with instant results.
Ability to provide No “opt out” links in newsletters
Mobile-responsive design

Ability to create and send personalized e-mail lists using data from a customer
database.

Ability to group and target subscribers based on behaviors, demographic
information, data source and campaign history.

Ability to target subscribers using both lists and filters.

Provide custom email templates and the ability for user-created templates.
External e-mails: Automatic unsubscribe and bounce-back handling.

Ability to provide opt-out links in external emails with no-opt out links in internal
emails.

Mobile-responsive design

5. Analytics and reporting

a)
b)

c)
d)
e)
f)

9)
h)

Pre-made reports as well as custom reports.

Ability to create client sending profiles and separate email campaigns for each
client/profile.

Ability to personalize communications with an unlimited number of fields.
Access to detailed, real-time reporting and analytics tools.

Access to a comprehensive list management tool to create, upload, download, and
segment lists.

Ability to collect social network data and use it for better audience and message
targeting.

Split campaign testing and segmented lists.

Tracking and reporting features including; but not limited to:

Mobile/desktop device readership breakdown

Engagement statistics

Trending reports across all metrics

Poll/survey reports

Content popularity reports

sent and delivered (total and by domain)

ocoarwhE
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7. bounce-backs (number and domain, soft and hard, reason for
bounce)

8. opens (aggregate and unique)
9. click-throughs (by specific link and by individual)
10. forwards to a friend
11. unsubscribes (for external emails)
12. geo-location (opens per location)
13. complaints (per campaign and from which subscribers)
14. aggregate performance data of email marketing campaigns
15. side-by-side comparison of campaign activity and response rates
16. Benchmark data against other vendor clients

Agreement will initially be made between vendor and Clemson University’s Public Affairs
office; however, additional Clemson University units must be allowed to enter into agreement
upon request.

EVALUATION FACTORS -- PROPOSALS

Offers will be evaluated using only the factors stated below. Evaluation factors are stated in the
relative order of importance, with the first factor being the most important. Once evaluation is
complete, all responsive Offerors will be ranked from most advantageous to least advantageous.

Evaluation Criteria:

1.  Technical Proposal: The degree, completeness, and suitability of the Offeror’s
proposed technical solutions to meet or exceed the requirements of this RFP. (50%b)

2. Cost Proposal: The total cost of ownership for the base solution for the potential two-year
contract period. (45%)

3. Offeror’s Qualifications: The Offeror’s experience, references and key staff must
provide evidence of its depth and breadth of experience, and evidence of successful past
performance with projects of this similar size and scope. (5%o)

DEMONSTRATION

The apparent successful vendor may be requested to demonstrate its product so that Clemson
University may verify the claims made in the vendor's proposal. This is a pass/fail evaluation.
Due to that fact that demonstrations are not part of the initial evaluation, it is critical that
proposals contain detailed and complete responses. Do not rely on providing a response as part
of a demonstration.

11
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479
480
481
482  BID IN ENGLISH & DOLLARS - Offers submitted in response to this solicitation shall be in
483  the English language and in US dollars.
484
485  PRICE PROPOSAL.: Notwithstanding any other instructions herein, you shall submit the
486  following price information as a separate document:
487

Cost

Cost Component Year 1 Year 2 Total
Cost of Software (to
accommodate a minimum
of 1,000,000 email sends
and at least five licenses.)
Software Maintenance &
Support (years 1-2 — to
accommodate a minimum
of 1,000,000 email sends
and at least five licenses.)
Hardware costs (if
applicable)

Training Costs

Implementation/Setup
Costs

Data Conversion &
Integration

Include any one-time costs
for designing email
templates

Documentation & Training
Materials

Costs for Additional
Professional Services

Any Other Costs not
defined above

TOTAL

488

489  Total for years 1-2 above will be used for evaluation purposes and considered to be the “Base
490  Solution” costs. This Base Solution Cost (years 1-2) must be transferred to Total Price in

491  Online Bidding system as well.

492

493  Offeror should clearly list optional items and any other charges associated with any item in
494  their cost proposal. A detailed breakdown that your total, fixed price is based on must be

12
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495 included as part of your Cost Proposal. Evaluation of cost will be based on 1,000,000 email
496  sends and at least five licenses; however, Offerors are encouraged to include their detailed
497  pricing structure as an attachment to their Cost Proposal.
498
499  The offeror should not include any technical information in the cost proposal.
500
501  Optional Items:
502  (This cost will not be used in the evaluation but may be negotiated.)

503

504 001 1 Day Optional Item - This item will not $ /day
505 be used for evaluation purposes

506 but is an optional item to handle

507 any additional off-site training

508 needed beyond what is included

509 in initial software training as

510 specified in table above.

511 Please indicate daily rate for off-site training.
512

513

514 002 1 HR  Optional Item — This item will not $ /hr
515 be used for evaluation purposes but is

516 an optional item to handle any future

517 programming/development/customization/
518 consulting services.

519 Cost for future programming/development/
520 customization/consulting

521 services based on hourly rate as outlined in
522 Scope of Work above.

523

524

525
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