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RFP RESPONSE – TO DESIGN, BUILD AND 

SUPPORT THE TOWN OF LADYSMITH 2010 

WEBSITE   

ATTN: JOANNA WINTER – MANAGER OF ADMINISTRATIVE SERVICES  

MAY 20, 2010  

 

PREPARED BY: 

DALE SLATTERY 

VP Creative 

Phone: 604.682.5500 ext. 112 

Fax: 604-682-1312 

Email: dale@graphicallyspeaking.ca 
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May 20, 2010 

 
Joanna Winter 
Manager of Administrative Services 
Town of Ladysmith 
410 Esplanade 
Ladysmith, BC  
V9G 1A2 
 
  
Subject: RFP NO. 2010 CS -03 Design, Build and Support the Town of Ladysmith 2010 website initiative. 
    

Dear Joanna,  

The enclosed proposal is submitted in response to your request for proposal. .  

We have carefully read and examined the RFP and have conducted such other investigations as were 

prudent and reasonable in preparing our response.  

I would look forward to working with you and the Town of Ladysmith to make this exciting project a great 

success. 

 

Yours truly, 

 
 
Dale R. Slattery 
Vice President, Creative 
Graphically Speaking                         

17



THE TOWN OF LADYSMITH 2010 WEBSITE INITIATIVE                                   MAY 20, 2010  

 

   

    3 

TABLE OF CONTENTS 

 

1.0 Executive Overview ........................................................................................................................................... 5 

1.1 Project Description ................................................................................................................................ 5 

1.2 Company Profile ..................................................................................................................................... 6 

1.3 Experience ................................................................................................................................................ 7 

1.4 E-portfolio ................................................................................................................................................. 7 

1.5 Staff Resources ..................................................................................................................................... 14 

2.0 Proposed Concept and Approach ................................................................................................................ 19 

2.1 Project Management ........................................................................................................................... 19 

2.2 Vision and Scope .................................................................................................................................. 19 

2.3 Site ANalysis & Navigation Development .................................................................................... 20 

2.4 Website Design ..................................................................................................................................... 20 

2.5 W3C Compliant Templates and Style Sheets ............................................................................ 21 

2.6 Custom Application Development / online FORMS /SIte Search ....................................... 21 

2.7 Web 2.0 and social media applications ........................................................................................ 21 

2.8 Content Mangement CMS ................................................................................................................. 23 

2.9 Content Placement, Content support, web Writing Workshop ............................................ 24 

2.10 Browser Compatibility ...................................................................................................................... 24 

2.1.1 support and Quality Assurance / TESTING ............................................................................. 24 

2.1.2 Website Launch and Hosting ....................................................................................................... 25 

2.1.3 Website Statistics ............................................................................................................................. 25 

3.0 Deliverables ........................................................................................................................................................ 25 

4.0 Site Development Fees .................................................................................................................................. 26 

6.0 Website Maintenance Agreement ............................................................................................................... 27 

6.1 Scope and Approach ........................................................................................................................... 27 

6.2 Request for Change Procedure ....................................................................................................... 27 

6.3 Development Architecture ................................................................................................................ 28 

18



THE TOWN OF LADYSMITH 2010 WEBSITE INITIATIVE                                   MAY 20, 2010  

 

   

    4 

6.4 Confidentiality ....................................................................................................................................... 28 

6.5 Fees and Conditions ............................................................................................................................ 28 

6.6 Terms ....................................................................................................................................................... 28 

7.0 Assumptions, and Dependencies ................................................................................................................ 29 

7.1 Constraints ............................................................................................................................................. 29 

7.2 Timeframe for Development ............................................................................................................ 29 

7.3 Regulatory Policies .............................................................................................................................. 29 

7.4 Client Deliverables ............................................................................................................................... 29 

7.5 Intellecutual Property Rights ........................................................................................................... 29 

7.6 Confidentiality of Information ......................................................................................................... 30 

7.7 Conflict of Interest ............................................................................................................................... 30 

7.8 Warranty ................................................................................................................................................. 30 

7.9 Future Enhancements ........................................................................................................................ 30 

19



THE TOWN OF LADYSMITH 2010 WEBSITE INITIATIVE                                   MAY 20, 2010  

 

   

    5 

 

1.0 EXECUTIVE OVERVIEW 

Graphically Speaking (GSSI) is pleased to confirm our interest for website planning, development and 

support services to the Town of Ladysmith.  

 

Our experience providing end-to end website planning and development services to municipalities and 

large organizations with public audiences make us a good partner to achieve your website objectives.  

 

 We are confident that our experience will ensure your needs and goals are clearly understood; the 

project is efficiently managed; the latest strategies for website planning and design are followed; and that 

the services we deliver will be of the highest standards of excellence. 

After reviewing the current sites and the requirements brief we feel that we are very well suited to be the 

Town of Ladysmith’s business partner for this project.  

Please feel free to contact Dale Slattery at Graphically Speaking Services Inc. (604-682-5500 ext. 112) with 

any further questions concerning the details of our submission. 

1.1 PROJECT DESCRIPTION 

The Town of Ladysmith wishes to partner with a highly qualified website development firm to design, 

build and support a new municipal website initiative.   

This new website will be easy to use for both visitors and Town stakeholders. The site will effectively 

engage and communicate with your constituents and other target audiences. The site will support your 

online marketing, communications, service and maintenance objectives. It will provide your audiences 

and stakeholders with efficient access to useful, relevant and timely local information and resources. 

The new site will project a fresh, brand-appropriate identity. The design will be clean and progressive 

while the website will evince an appropriate aesthetic that is consistent with the flavor of the region as 

well as your audience /stakeholder expectations.     

This site will be developed for optimum usability, scalability and content presentation; it will be optimized 

to load quickly.   

We will build the sites so that it will be easy to maintain and update by Town staff or volunteers. The site’s 

user navigation schema and architecture will be developed according to current best industry practices 

for website usability. For accessibility, the site will display correctly on multiple platforms and browsers.  

Your staff will be able to maintain the new site with Sitefinity CMS. SItefinity employs an intuitive Web2.0 

user interface and includes a MS Word identical content editing environment. Sitefinity CMS includes 

ready to use ASP.NET modules, such as news, forums, blogs, lists, polls, and more.  Graphically Speaking 

will train your personnel to use this tool in a two to four hour session.  
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We propose to measure the outcomes of this initiative with Google analytics, with this we will gain insight 

into your visitor preferences, number of pages viewed, specific pages viewed, and more. With this 

information you can continually improve the sites. We will implement the analytics tool and collaborate 

with you to evaluate the results.   

Your site will be fully tested on our development server during development and prior to launch, any post 

launch bugs or faults are covered by our 30 day warrantee. 

1.2 COMPANY PROFILE  

Graphically Speaking is a leading Vancouver website development firm.  We provide comprehensive 

design and technical services and build mid size to large and complex websites.  To date we have 

developed approximately 2,000 websites for associations, industry and business, government, non-profits 

and education sectors.   

The company was founded in 1986 and is privately owned and operated Darrell Hadden. We are well 

known in the Vancouver marketplace for our services and our track record of delivering successful 

projects. 

Our organizational structure is flat as all of our team members work collaboratively. All of our staff work 

in-house and are full–time employees. In terms of scalability, our large team and documented processes 

ensure we can manage your current and future site requirements.  

Our services include, but are not limited to; communications strategy, graphic design, website 

development, Content Management implementation, technical development and integration, website 

usability testing, Internet marketing and SEO, E-commerce, database development, Social Media strategy.  

Our processes are clearly defined and fully documented as our company adheres to ISO 9002 

management standards. Through our disciplined and methodical approach, and collaboration with our 

clients, we deliver comprehensive communication solutions.   

We bring you a team 40 web development specialists who are passionate about the web.  Every member 

of our group has studied website usability; our dedicated team of six designers have post secondary 

degrees from accredited design schools.  We stay current with evolving or emerging communications 

technologies and will advise our clients of the benefits of a particular feature or technique where there is 

a business case for such implementation. 

Our staff includes CIMBS Certified Business Strategists, Communications specialists, E-commerce 

Specialists, Graphic Designers, Programmers /Database Developers, Content Specialists, and Project 

Managers.  We also employ a dedicated SEO, social media marketing, and analytics group.  We strive for 

constant improvement in our work and provide our employees with continuing education so we can all 

stay current with industry trends, techniques and developments. 

The depth of our team and available resources means that your project will be delivered correctly, on 

schedule and on budget.    
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Graphically Speaking is fully qualified to provide the Town of Ladysmith with the services necessary to 

complete this project.  Our comprehensive services include: 

 Heuristic evaluation and recommendations 

 A communications and Website Strategy 

 Project Management 

 Web Design/Creative 

 Programming   

 Content Development and Copy-writing  

 Database Development/Integration  

 Ecommerce Solutions 

 A range of Content Management tools  

 Search Engine Optimization (SEO) and Online Marketing 

 Usability & User Testing  

 Multivariate testing   

 Web Analytics 

 Social Media Marketing Campaigns 

 Training & Technical Support 

 

If you visit our client’s sites you will see that our work is elegant in its simplicity and technically robust. We 

fully test and warrantee our site programming for a minimum of 30 days following launch. I encourage 

you to explore the links below to see the range of our work.  

1.3 EXPERIENCE 

The Town of Ladysmith website development project requires a collaborative approach where we will 

consult with your web advisory committee to deliver a branded, technically robust and highly usable 

website. 

Our diverse portfolio includes clients from many sectors, some relevant examples include: 

 The City of Vancouver http://olympichostcity.vancouver.ca/ 

 The City of Richmond http://www.richmond.ca/home.htm 

 The Vancouver Art Gallery http://www.vanartgallery.bc.ca/ 

 The Township of Esquimalt http://www.esquimalt.ca/ 

 The North Vancouver Recreation Commission http://northvanrec.com/ 
 
I invite you to view more of our work at http://www.graphicallyspeaking.ca/portfolio/over10/default.htm.   

1.4 E-PORTFOLIO   
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Below are several website examples that serve to extend a brand, engage and communicate with diverse 

audiences, recruit professionals, sell, or encourage visitors to explore and take action.  

CITY OF VANCOUVER 201O HOST CITY SITE http://olympichostcity.vancouver.ca/ 

 

Graphically Speaking’s Involvement: Communications and brand strategy, site design, technical 

integration, W3C compliant CSS template creation, technical support and ongoing web technical and 

design services.   

The centerpiece of the City of Vancouver’s 2010 Host City Communications program included an 

enhanced 2010 Host City website. The website was the premiere channel for communicating 

information on Vancouver’s services, amenities and plans for the 2010 Winter Games, and specifically 

targeted three primary audiences: residents, businesses and visitors.  

The principles of the 2010 Host City web project required that we create an innovative site that is 

engaging, with a consistent look and feel for all content. We created a clean, easy-to-navigate site 

that greets the visitor with a design and architecture that helps tell local, national and international 

visitors Vancouver’s story.  

The 2010 Host City Website project was composed of three main streams:  
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 Content – the compilation and maintenance of material that will be on the site  

 Look & Feel – the establishment of a coherent visual style for the web pages 

 Technology – the coding of the web pages and required work on the technical infrastructure, 
including security, for the site 

Our mandate was to align the site with the overall objectives of the 2010 Host City communications 

program, that is: 

 To support lasting impressions of Vancouver amongst residents and visitors as a capable, 
dynamic, well-organized, engaged and engaging Host City. 

 To raise awareness of the significant and long-term benefits and legacies that hosting the Games 
are providing for Vancouver residents and businesses. 

 To raise awareness about how the City is supporting citizen involvement in the Games, and what 
can be done to minimize any negative impacts on residents and businesses. 

 To support the perception of Vancouver as a progressive city, and one of the sustainable, diverse 
and livable cities in the world. 

As the attention of the world turned to Vancouver, this website was the first point of connection with the 

City of Vancouver and its public services and amenities for hundreds of thousands of people. This 

provided the City with extraordinary opportunities to communicate their key messages and information 

to an immediately engaged audience and to provide residents, businesses and visitors with the best 

possible customer service experience. 

In short, the Host City website represents the City’s online efforts to be the world’s best hosts. 

In the run-up to the Olympics the site rolled out a variety of interactive online features.  These will 

include; database integration for event management and calendars, Social Media pages, interactive photo 

and video galleries and a Mayor’s blog.     

CONTACT 

Contact:  Jonathan Ainsworth 
Phone:   604 871-6898 
Address:  453 West 12

th
 Avenue 

Vancouver BC, V5Y 1V4  
Email:  jonathan.ainsworth@vancouver.ca 
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THE CITY OF RICHMOND - www.richmond.ca 

 

Graphically Speaking’s Involvement: Communications and brand strategy, navigation development, 

stakeholder presentations, website design, technical integration (IronPoint CMS), W3C compliant CSS 

template creation, technical support, usability testing, graphic design support, and Intranet audit and 

design enhancements.  

Graphically Speaking was hired to improve an award winning site and help the City communicate with 

both its customers and internal stakeholders. The overarching goal was to promote the City as a major 

destination to work, live, play and do business in.  We consulted with City stakeholders to refine their 

vision and scope, we documented our conclusions and recommended a unique navigation schema that 

would prove though user testing and website analytics, to provide customers with easy and efficient 

access to services and features.    
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We explored several navigation styles and naming conventions and eventually departed from the 

ubiquitous business, residents, and visitors’ model. We developed a unique navigation schema that 

specifically addressed Richmond’s user preferences and customer service goals.  

The redesigned site shared the top spot in 2005 for best municipal website as recognized by the Union of 

BC Municipalities. We have since provided the City with ongoing support and development services.   

In 2008 we performed site usability testing in situ and at our Vancouver lab and redesigned the homepage 

to address our learning’s, and accommodate new priorities and a new logotype. We have just completed 

an audit and redesign for the City’s Intranet.       

The customer facing website, its following iterations, and the Intranet have been completed on time and 

on budget. 

CONTACT:  

Contact:  Colleen Smith 
Phone:   604 276-4352 
Address:  6911 No. 3 Road 

Richmond BC, V6Y 2C1  
Email:  CSmith@richmond.ca 
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TOWNSHIP OF ESQUIMALT http://www.esquimalt.ca/  

 

Graphically Speaking’s Involvement: Corporate branding and website strategy, navigation development, 

stakeholder presentations, website design, technical integration (Marqui CMS, W3C compliant CSS 

template creation, technical support  

Graphically speaking was hired to rebrand the municipality and build a web portal that Township staff and 

constituents could be proud of. 

Our firm worked with Township staff on a development plan that would consolidate and achieve their 

web communications goals. We also created a contemporary brand identity that respects the history of 

the community. 

We built the website to support a high level of municipal service delivery and to save staff time on the 

phone and in person.  The site would also provide convenient access to information for external 

audiences including; residents, visitors, business, investors as well as staff and council.  A key factor was to 
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promote registration for recreation programs. We also wanted to reinforce a positive, progressive 

corporate community image and educate visitors about municipal operations.   

We recommended a content management framework, training and protocols to enable content creation 

and migration from the existing site.  

The site has received positive feedback from constituents and staff. And the work was accomplished 

within budget and the expected timelines.  

THE TOWNSHIP OF ESQUIMALT  

Contact:  Jeremy Denegar 
                                Manager of Information Technology 
Phone:   1-250 414-7134 
Address:  1229 Esquimalt Road  

Esquimalt BC 
V9A 3P1 1V4  

Email:  jeremy.denegar@esquimalt.ca 

 

ARCHITECTURAL INSTITUTE OF BRITISH COLUMBIA - http://www.aibc.ca/fta/ 

Graphically Speaking’s involvement: create a micro site that would eventually serve as the new design 

model for the main AIBC website. Execute a strategy to engage and recruit foreign trained architects.  
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Graphically Speaking’s Involvement: Strategy, site design and development to deliver a site that would 

attract foreign architects and bolster AIBC registration in the province.  This visually powerful recruitment 

micro-site effectively communicates with foreign architects and provides a variety of touch points to 

encourage visitors to apply or learn about Architectural practice in British Columbia.  

1.5 STAFF RESOURCES   

Below are brief bios for the individuals who have worked on the above projects and who would lead our 

development teams for this initiative.  With 40 developers on staff, other team members will also work on 

your site and contribute to your project’s overall success. We anticipate that twenty to thirty percent of 

our staff will be available to work on your site. 

DARRELL HADDEN, PRESIDENT  

Darrell has been involved in the design and communications industry for over 30 years. As a 

Product Manager at Roger’s Cable high technology division, Cableshare, he participated in the 

development of the first North American home shopping trial with JC Penny, and the first 

corporate Intranet system with IBM. His division was also the first to integrate credit card 

readers, videodisks and touch screens with the microcomputer.  

Later with Microtel Pacific Research, Darrell was part of a team that created “Teleguide”, the first 

public access kiosk in North America, and developed computer graphics technology which 

industry experts believed would be the backbone of the Web. 
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Darrell founded Graphically Speaking over twenty years ago. The company has evolved from the 

largest presentation design company in Western Canada to its current state, offering full-service 

website strategy, design and development. In addition to managing the overall operation, Darrell 

takes an active role in project management, key account strategy, information architecture and 

usability.  

Darrell is a graduate of UBC’s Internet Marketing Program.  He is a Certified Internet Marketing 

Business Strategist.  

Founded Graphically Speaking 1986 

Academic 

- CIMBS Certified Web Strategist, 2001 

- THE TOWN OF LADYSMITH   Internet Marketing Program, 1999 

Involvement with this project:  Strategy and HR management  

 

DALE SLATTERY, VICE PRESIDENT CREATIVE 

Overseeing the firm’s creative team is Dale Slattery. Dale joined Graphically Speaking in 1989 and 

has contributed to its success and growth.  

Dale and the creative team have developed many award winning website and corporate 

presentations.  In 2005, the City of Richmond’s website earned first place as BC’s best municipal 

website (usability and design) as defined by the Union of BC Municipalities, while TransLink’s 

Urban Showcase was acknowledged internationally and awarded the prestigious Compass 

Transportation Marketing Award for best interactive communications.   

Dale entered the creative world early on. He studied commercial art and design in an intensive 

five year program at T.L. Kennedy School in Ontario, while at Kennedy; Dale spent his evenings 

studying photography at Seneca College. By age sixteen he had designed a promotional poster 

campaign or CIBC.  The following year his photography was on the cover of John Newlove’s 

national bestselling novel “Going Down Slow” and displayed across Canada. Dale is a trained 

communications specialist from Simon Fraser University’s Communications program.  

Prior to joining Graphically Speaking, Dale provided advertising and marketing services in the 

Retail Consumer Electronics Industry and was Director of Advertising for the Video Station 

Group. He later co-founded Talent Pool, an agency that provided opportunities for writers, 

designers, illustrators and photographers to collaborate on a project-by-project basis. 

Related past experience: over 1,200 sites, including TransLink, City of Richmond, the Jim Pattison 

Group, Science World, QLT, Genome BC, AirCare, the Comox Valley Economic Development 

Commission, the Township of Esquimalt, and The City of Vancouver, Concord Pacific Properties 

and more  
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Employed with Graphically Speaking since 1989 

Academic 

- CIMBS Certified Web Strategist 2005 

- SFU Communications Program (Honours) 1979 -1981   

- Seneca College Photography 1973 -1974 

Involvement with this project:  Strategy, consultation, creative direction, project management 

heuristic evaluation, and client liaison  

 

LAURA CANNING, SENIOR PROJECT MANAGER  

Laura has been a member of the Graphically Speaking team for over three years, rapidly 

progressing from Production Artist to Account Coordinator in that time. She is responsible for the 

day-to-day coordination of key accounts, as well as being the primary point person for training, 

special projects and usability testing.  

Laura brings a wide range of experiences to her work at Graphically Speaking, having spent many 

years in a variety of roles in research, administrative and communication fields, for both for-

profit and non-profit organizations. She brings an eye for detail and a commitment to excellence 

to all her work. 

Laura holds a Bachelor of Science degree, as well as a Higher National Diploma in Computer 

Studies. Her technical background is balanced with a love of the arts, particularly music, and a 

passion for sports.  

Employed with Graphically Speaking since 2004 

Academic 

- University College Dublin, Ireland, Bachelor of Science, 1986 

- Higher National Diploma Computer Studies, Brunel University London, 1989 -91 

Related past experience: Over 500 sites including, TransLink, City of Richmond, Vancouver 

Community College, The Fraser Institute, The Jim Pattison Group, Radiant Communications, The 

Archdiocese of Vancouver, the British Columbia Securities Commission   

Involvement with this project: Project management, scheduling, reporting, weekly progress 

reports.   
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MELODY CHAN, ART DIRECTOR AND INTERACTIVE DESIGNER 

 

Melody holds a BFA double major in Studio Arts and Psychology from the University of British 

Columbia in Vancouver, and a Digital Graphic Design certificate. 

A graduate of Studio Fine Arts and Digital Graphic Design, Melody offers a strong balance of 

skills, knowledge and experience in theory, conceptual thinking and technical strategy. Her major 

in psychology strengthens her work by providing her with insight into the psychology behind 

communication, perception and memory, which play an important role in the field of design and 

brand development. 

Melody has received awards for her work in digital graphic design, visual identity system design, 

and photography. In addition to her skills as a designer, Melody has training in etching, 

silkscreen, photography, and drawing, and is fluent (verbally and in writing) in Cantonese and 

Mandarin. 

 

Related past experience:  Concord Pacific, City of Vancouver 2010 Host City Site, Twist Sport 

Conditioning, Metro Vancouver’s HR micro site, and many others.  

Employed with Graphically Speaking since 2006 

Academic 

- UBC,  BFA, 2005 

Involvement with this project: Graphic design and layout, template design compliance   

 

MATTHEW LEICHTY, WEB PROGRAMMER  

Responsibilities: template programming; interface scripts. 

 

Matthew started computer programming at age 8, and working with interactive media at age 14.  

Having an extensive knowledge of programming and media, both conceptually and practically, 

Matthew is able to think broadly about development strategies for web design.  As well, 

Matthew’s B.A. degree in Communications brings the perspective of considering that the use of a 

medium should not obscure the message. 

Since starting at Graphically Speaking, Matthew has been integral in implementing strategies for 

adapting to new and changing technologies in web development, including the promotion of web 

standards and progressive enhancement in websites. 

Matthew loves media and has a passion for utilizing JavaScript, CSS, and server-side technologies 

like ASP and ASP.NET to realize a vision. 
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Past experience: Grouse Mountain, Tourism BC, Radiant Communications, Fraser Institute, City of 

Richmond, City of Vancouver, BC Securities, Stockhouse Media  

Involvement with this project:  User experience and heuristic evaluation, template design 

compliance, testing 

 

LISA MCCLURE, SOCIAL MEDIA AND SEO AND ANALYTICS SPECIALIST 

Lisa is our Social Media and Internet marketing specialist. She heads- up many of our Web 2.0 

initiatives and leads an SEO team and has Graphically Speaking ranked first in Google search 

results pages ahead of our competition. Lisa has significant project experience and is an 

accomplished interactive copywriter.  

Lisa graduated from Curtin University in Australia in 2005 with a B.A. in Journalism. She has 

worked in search engine optimization and Internet marketing for over two years.  

Employed with Graphically Speaking since 2007 

Related past experience: TransLink, BC Bearings, Western Red Cedar Lumber Association, Jim 

Pattison Autogroup, Jim Pattison.com   

Academic 

- B.A. Journalism, Curtin University Australia, 2005 

Involvement with this social media strategy, SEO implementation, support and training 

 

DAVINDER DHILLON, TECHNICAL PROJECT MANAGER, CMS TRAINING  

Davinder specializes in technical project management, database and application development, 

and CMS training. With over 5 years of experience in the web industry, he has been involved in a 

variety of projects in multiple industry verticals. 

Davinder holds a Bachelors Degree in Economics, a Diploma in Internet Publishing and a second 

Diploma in Advanced Internet Development.  Prior to joining Graphically Speaking, Davinder 

established strong project management skills supervising a technology department for a 

Publishing and Media company. 

Employed with Graphically Speaking since 2006 

Academic 

- B.Sc. Economics, Guru Nanak  Dev University, Punjab India, 1997 

- Diploma Internet Publishing, UBC,  2001 
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- Diploma Advanced Internet Development, Bodwell Internet School, 2002 

Related past experience: Over 400 sites including Grouse Mountain, Fraser Institute, Ballard 

Power, City of Richmond 

Involvement with this project   Programming, testing, SItefinity implementation, training and 

support.  

 

2.0 PROPOSED CONCEPT AND APPROACH 

The information below describes our web development process. There may be certain aspects of this  

project that require a modified approach, in which case we will confirm the affected processes during the 

upcoming vision and scope phase. 

2.1 PROJECT MANAGEMENT 

We provide open lines of communication between your organization and members of our development 

team. You will have a dedicated Account Manager and Project Manager who will proactively 

communicate the project status, deliverables, and milestones on a regular basis. They will be responsible 

for working with you on all phases of the project, and after launch, to assist with ongoing enhancements 

and online marketing of the site. If there is any change in the scope of this project, our project manager 

will work with you to manage such changes. We issue change request orders for items outside of scope, 

these specify the precise deliverable and associated fees.  

At the beginning of the project we will create a timeline showing key tasks for each development phase. 

On a bi-weekly basis our project manager will send you a status report identifying the state of 

development; any outstanding issues; who has responsibilities for taking action; as well as any items that 

need to be red flagged. For budget tracking and billing, we use TimeFox project management software. 

This allows us to closely manage your budget and offer you real-time updates and accurate progress 

reports.  

You will receive access to a secure FTP area where you will upload or download documents, graphics, and 

other media.   

2.2 VISION AND SCOPE 

Site stakeholders and or content providers will receive a Website Development Document. This document 

describes upcoming tasks, site development phases and expectations for meetings. The document also 

provides guidelines for submitting content, images and other digital assets.  

The first phase in the project begins with a Vision and Scope phase. In this phase we will meet with your 

team further define and document your communications and customer service objectives.  In the scope 

meeting we will confirm our creative solutions and technical solutions for the look and feel of the site, the 
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user navigation schema, site content and content management, hosting, databases and applications. We 

will also discuss and confirm SEO, Web 2.0 applications and collaborative social media opportunities.   

In the scope phase we will apply our knowledge of website usability best practices to define and create 

hierarchies for navigation and content. We will also discuss calls to action that will speak to your various 

audiences.  

We document our learning’s and consider this first phase of your project complete after you approve a 

scope document. This document will serve as a working tool that each of our site developers will rely on 

to ensure that goals, themes, technology, features, ideas and recommendations are clearly 

communicated and applied to the site. 

2.3 SITE ANALYSIS & NAVIGATION DEVELOPMENT  

We will review your sitemap, your goals for the site, analyze your content and document requirements, 

your user profiles and various online tasks to assess target user preferences and structure the appropriate 

user navigation schema for the site. Global navigation, calls to action, site utilities, features and links will 

be developed according to your communications and service requirements, with emphasis on engaging 

your audience and efficiently delivering timely and relevant content. Navigation will be expandable and 

editable via the CMS.    

2.4 WEBSITE DESIGN 

We will deliver an inspiring website that is consistent with the tone, brand and mandate of the Town of 

Ladysmith.  Our design team is composed of experienced story tellers; they are recognized for their 

creativity and their ability to visually communicate with web audiences while adhering to accepted 

website usability rules and guidelines. .  

To begin with our designers will study the scope document, review your branding considerations and 

research other relevant sites. They will collaborate with our User Experience team and produce a 

wireframe mockup that will predict visitor eye-dwell and flow. The wireframe will represent an internal 

page design, and will include visual silos for navigation, images, widgets, applications, motion graphics, 

content and utilities. The wireframes will be evaluated heiruristically, modified if necessary, and then 

presented to the website committee for your feedback and or approval.   

After the wireframe is accepted we will create two design renditions of an internal content page for your 

review and approval.  We will present these renditions to you so that we may document your feedback 

and provide you with our design rational. If necessary, our design process includes up to three revision 

cycles to accommodate your feedback.  

Our process is unique in that we treat homepages as an executive summary and build them last. By doing 

it this way, we will effectively consolidate your project goals and deliver them on the homepage. As with 

the interior page designs, we will show you at least two homepage design renditions with up to three 

revision cycles to accommodate you feedback.   
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2.5 W3C COMPLIANT TEMPLATES AND STYLE SHEETS  

Our technical team will ensure the highest quality standards and programming integrity, while taking into 

account all technical requirements and ongoing in-house web site maintenance using Sitefinity -the CMS 

tool that we recommend for this project.  

The software that we use to build your site templates is Adobe Dreamweaver. Our technical team will 

ensure the highest quality standards and programming integrity while taking into account all technical 

requirements and ongoing website maintenance using SiteFinity  

Your site’s content will meet with W3C Priority 1 and 2 standards to ensure wide accessibility. A separate 

style sheet will be created to provide a printer friendly version of the website.  

2.6 CUSTOM APPLICATION DEVELOPMENT / ONLINE FORMS /SITE SEARCH 

Specifications for any custom applications will be confirmed in a scope meeting, any complex applications 

will be storyboarded and prototyped to predict functionality. 

Graphically Speaking will be responsible for developing and alpha testing applications, which includes 

testing all functionality for these applications, e.g., the events calendar, news module, photo and 

document galleries, and so forth to ensure these components work as specified in the vision, scope and 

storyboard document.  

Content Search: We will employ Sitefinity’s built-in search module. 

 Sitefinity offers an advanced search service that allows you to quickly and easily find information 

managed by the CMS. The search indexes both modules and static content and allows you to define which 

parts of the site are being searched and how the search results are displayed.  

Additionally, by using the search content authors can instantly find where certain keywords are used on 

the website and quickly and efficiently update content.  Additionally, those users who have permissions to 

edit the page layout can visually add the search control onto the page without any programming 

knowledge. The Search Box and Search Results controls (as all other Sitefinity custom controls) can be 

added with simple drag-and-drop. 

2.7 WEB 2.0 AND SOCIAL MEDIA APPLICATIONS  

Although social media tools are not specified in the RFP, you will likely want to know how they can benefit 

your communications strategy. If you have the resources to manage a social media initiative, we will nr 

happy to work with you to build a practical and effective social media strategy. 

Here are several tools to consider:  
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A blog would enable you to engage your constituents and offer readers subject commentaries and invite 

participant’s comments. Ideally, a blog should be updated at least once per week. Municipal blogs can 

take on different tones – they can be a personal or take on an editorial style from an individual, i.e., a tour 

guide.   

Blogs may be about different topics of interest from multiple contributors. Blog posts can talk about 

regional news, local green initiatives, seasonal announcements, summaries, energy saving tips, how-to 

articles, commenting on other blogs / websites (i.e. our top 10 favorite sites), etc.   

Blogs can include RSS technology so that readers may easily read recent blog posts or tagged news 

postings without actually visiting the blog, which is very useful for low-volume blogs.  

External Examples: 

 http://blogs.zappos.com/blogs/ceo-and-coo-blog 

 http://fastlane.gmblogs.com/ - example of blog for brand management 

 http://boeingblogs.com/randy/ - example of a completely separate blog domain 

 http://blog.facebook.com/ - example of multiple contributor blog 

Graphically Speaking Examples: 

 http://www.montessoritraining.blogspot.com/ 

 http://beachcomber-hottubs.blogspot.com/ 

 http://kwelaleadership.blogspot.com/ 

 http://twistconditioning.blogspot.com/ 

Facebook 

Facebook business pages are a way for businesses to build a presence on social networking site. The 

design format for facebook is very standardized but you can upload some images, logos, etc. 

There are a few different formats to build a presence on facebook: personal profiles, groups, events, and 

business pages. Personal profiles are what most people have to post their images, connect with friends, 

post updates, post videos, etc. Groups can be created by anyone with a profile and are about specific 

topics like “green initiatives”, “coolest events”, etc. Events can be created by anyone with a profile or 

business page and are meant to promote an upcoming event that people can add to their calendar (as 

soon as people join an event, group, etc, a notice goes up on their profile that tells all of their friends what 

they joined). Business pages do not need to be associated with a personal profile however; there are a 

few limitations with certain applications if there is no associated profile with the business page.  

Business pages can be found on the search engines and are viewable without having to log in to facebook. 

People with profiles can sign up as fans of the business, post their own photos about the business, write 

comments on the wall about the business, etc. The business page can also be setup with applications that 

will automatically update the page with new blog posts (through the RSS feed), tweets, YouTube videos, 

etc. There is also a tool that works like Google Analytics and shows the number of people who viewed the 

page.  
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Facebook runs ads that show up across the site and work similar to Adwords. The advantage here is that 

you can choose specific demographics of who is shown the ad. Facebook is the most popular social 

networking site in Canada and UK. It is very popular with younger people and in a 2006 study was named 

the second most popular thing among undergraduates, tied with beer and only ranked lower than the 

iPod. In 2008, facebook saw huge growth among older demographics, specifically the 35-54 range. In 

general, facebook users tend to have higher education than MySpace users for example. 

 Examples: 

 http://www.facebook.com/pages/The-Oprah-Winfrey-Show/22433917219 

 http://www.facebook.com/pages/Vancouver-BC/Opus-Hotel/13539016137 

 http://www.facebook.com/pages/Zapposcom/7172307686 

Graphically Speaking Examples: 

 http://www.facebook.com/pages/North-American-Montessori-Center-NAMC/41053863638 

2.8 CONTENT MANGEMENT CMS 

For our clients content management is all about enhanced productivity and ease of use, particularly for 

non-technical content editors. 

The Web has changed the way people interact with government for the better. Today, more citizens than 

ever are visiting government websites to access vital information and services – on their time, on their 

terms.  However, the challenge is ensuring that your Web site continually provides accurate and timely 

information for your stakeholders, businesses, visitors, government employees and others seeking 

information 

Based on our current understanding of your content management requirements we recommend that you 
use Sitefinity, a fully supported, licensed CMS solution. 
 
SItefinity is a flexible ASP.NET content management platform for the construction and management of 
commercial websites, community portals, intranets and blogs. The product’s unique architecture 
leverages the .NET development patterns including master pages, templates, standard user controls, 
themes and CSS.  
For the end user some of the benefits of this tool include: 
 
• Drag-and-Drop page editing 
• Word-identical content editing environment 
• Workflow, versioning, content reuse 
• Personalization 
• Various ready-to-use modules (Images & Documents, 
Events, Blogs, Forums, News, Polls, etc) 
• Advanced highly customizable search service 
• Search engine optimization capabilities 
• Interactive online demonstration site 
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Sitefinity CMS enables URL Aliasing, which enables creation of simple, readable URLs, as well as search-

friendly URLs, in place of long, complex URLs. 

We will train your team to use Sitefinity and to deploy SEO strategies as you introduce new content into 
the site. Post launch support outside of the scope of this agreement is available under an optional 
maintenance agreement.   
 
You can take a product tour or download a trial version of Sitefinity by going to 
http://www.sitefinity.com/.  
 

2.9 CONTENT PLACEMENT / CONTENT SUPPORT  

Our staff will collaborate with you to migrate content into the new site. We propose to insert a 

variety of page styles into the site.  These can represent ten content pages. Our intent here is to 

provide you with style samples that you can easily follow when you place in content yourself.  We 

will of course be available to support your efforts, should you run into any challenges.  Alternatively, 

Graphically Speaking can fully populate the site with content –this would be quoted for separately.  

We will host a website content management seminar to inform you on best practices for content 

migration and SEO inclusion. Under an optional maintenance agreement we can provide support to 

assist you with ongoing content publishing with the Sitefinity CMS tool. 

2.10 BROWSER COMPATIBILITY 

 Graphically Speaking will build the site to be compatible with the following web browsers: 

Mac: Firefox 

 Safari 

                Opera 

 

PC:  MS Internet Explorer versions 6.0, 7.0, 8.0 

 Firefox  

Google Chrome 

Code and tags that are specific to a particular browser will not be used on the site. 

Our sites are typically designed for 1024 X 768 screen resolution but if our recommendations support 

design for higher or lower resolution systems, we can discuss this setup in the scope meeting.  

Your site’s content will meet with W3C Priority 1 and 2 standards to ensure wide accessibility.  

2.1.1 SUPPORT AND QUALITY ASSURANCE / TESTING 
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Graphically Speaking (GSSI) will host a development (testing) web site on our in-house server 

environment.  This will be hosted by GSSI at no charge, and used by GSSI and Town stakeholders to 

develop, test and review the site production.  

We consistently test during the development process and complete our final beta testing along with your 

staff to ensure all functionality meets or exceeds your requirements. All site links will be confirmed and 

the layout and user navigation will be tested in multiple browser versions. 

We will provide 2 hours of telephone and or e-mail support following the launch of the new website. Staff 

phone numbers and email addresses will provided along with an after-hours emergency numbers.   

Your site is fully tested prior to going live. We warrantee your site for 30 days following launch.   

2.1.2 WEBSITE LAUNCH AND HOSTING 

We will work with your IT department to transfer the site to the selected Town of Ladysmith host. We will 

ensure a smooth transition to the new site without interruption.  

Our recommended CMS solution, Sitefinity, is an ASP.net CMS product and thus runs on a Microsoft 

server environment.  We propose this product because of its ease of use for non-technical content 

managers, its high level of customer support and its flexibility for both the developer and the end-user.   

2.1.3 WEBSITE STATISTICS 

Web site analytics are typically measured using Google Analytics.  There is a setup fee for this tool 

(included) but no ongoing fees for the service. Reports are accessible online and one of our analytics 

experts will be available to answer any questions. 

3.0 DELIVERABLES 

Our experienced team of strategists, designers and programmers will deliver the following: 

- Analysis, consultation and strategy on complete website development  

- A  web solution that positively contributes to your vision, mandate and your user’s experience 

- Best practices information architecture to engage users and provide clear predictable access to 

Town services and information 

- Progressive, clean, brand-appropriate design  

- Heuristic evaluation of the site’s layout and navigation  

- Structure and layout for optimum usability, linking, messaging and content presentation  

- Industry standard Dreamweaver HTML templates and CSS style sheets for scalability and easy in-

house maintenance  

- A powerful and practical content management solution - Sitefinity 

- Training on the CMS and SEO implementation   

- Assistance with content migration  

- A fully tested robust website with a 30 day warrantee   
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- Launch and hosting support 

- Post launch support 

- Ongoing site maintenance, content support or sit  enhancements under an optional maintenance 

agreement 

 

4.0 SITE DEVELOPMENT FEES  

The table below specifies your project components and their corresponding fees.   

Vision and Scope - site strategy, planning, navigation development, documentation   $800 

Project Management – site research, review stakeholder feedback, review web 
stats, meetings, correspondence, customer support, heuristic evaluation, creative 
direction  

 
$1,850 

Look and Feel Design – two design renditions, and up to three revision cycles to 
accommodate your feedback.  
 

$1,600 

Home Page Design  - 2 designs and up to three revision cycles $1,120 

Sustainability & Green Living custom page design   $360 

Ladysmith Trolley page design  $360 

Editable drop-down user navigation  $300 

Site Search Control $440 

Events Calendar 
- Custom user control integrated in CMS to give administrator ability to 

manage events  
- Upcoming events with calendar view, list view and search box pulling data 

from events entered in CMS. 
 

$880 

News Control and archive  $440 

Content support - we will populate the top 10 key pages $450 

W3C CSS Page Templates – based on three templates  
 

$2,580 

Sitefinity CMS integration 
 

- Integrate the templates into the CMS system and perform basic hosting, 
database and install needs.   

 

 
$1,980 

Sitefinity CMS User Training   
$220 
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Testing and site launch $600 

Website development total:   $13,980.00* 

 

Option to take secure payments online: for an example please see 

https://www.easypark.ca/easypark (EasyPark is operated by the  City of Vancouver)   

            $4,400 

Sitefinity CMS license ($CDN) 
 

- The license covers the URL and any additional URL’s pointing to this exact 
same site, and an unlimited number of editors.   

 

 
$1,080  

* Fees are quoted in Canadian funds. Taxes are not included. Fees are invoiced monthly based on work 

completed. In the event of project cancellation fees and expenses to date will be charged.   

Graphically Speaking will deliver the project on or before your September launch date as specified in the 

RFP addendum.  With 40 in-house staff we have the person power and resources to meet your 

requirements. 

  

6.0 WEBSITE MAINTENANCE AGREEMENT 

I have included Maintenance terms for your reference; these would apply only if you elect to have 

Graphically Speaking provide future development or maintenance services beyond the scope of this 

engagement.     

Our maintenance service provides a time and materials approach to projects at hourly rates for specific 

staff resources. We propose using this approach for managing ongoing updates to your website. 

6.1 SCOPE AND APPROACH 

Graphically Speaking Services Inc. (GSSI) will perform maintenance service at your specific direction or by 

those whom you nominate. 

6.2 REQUEST FOR CHANGE PROCEDURE 

Requests for web site service can be made via email, telephone or fax to your Account Coordinator. When 

requests are received an estimated completion time will be assessed. If this time is under two hours, GSSI 

will proceed with the change.  If it is longer than 2 hours, we will obtain your approval for the change 

request before work is commenced. A written time estimate is available upon request.  
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All changes will be made within three working days unless they are warrantee changes, which will be 

managed within 24 hours. When resources are available we will complete the changes in less time.   

6.3 DEVELOPMENT ARCHITECTURE 

To ensure a smooth maintenance process GSSI will host a development (testing) web site on our in-house 

server environment.  This will be hosted by GSSI at no charge, and used by GSSI and yourself to develop, 

test and approve changes.  

6.4 CONFIDENTIALITY 

It is understood that in the performance of the proposed service, GSSI may obtain information about your 

municipality, including financial data, methods of operating, policy statements and other such data.  GSSI 

agrees to restrict the use of this information to the performance of the proposed service described in this 

agreement.  GSSI further agrees to return upon completion of service all documents (originals and copies) 

at your request.  

6.5 FEES AND CONDITIONS 

We will perform maintenance services on a time and materials basis. We will assign the most 

appropriately qualified staff resource to perform whatever support tasks you require. Our current rates, 

subject to change without notice are: 

Staff Resource Hourly Rate 

HTML Production  $90.00 

Graphic Design and Project 
Management 

$100.00 

Developer $110.00 

 

All costs in Canadian dollars.  ½-hour minimum applies to each request. It is beneficial to submit as many 

web site changes as possible at one time under one request.  This will decrease the amount of time 

required to perform the tasks.   

6.6 TERMS 

Hours are billed monthly. GST is payable in addition to hourly rates. All invoices are due within 30 days. 

During the final week of each month we will prepare an invoice for that month’s work. 
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7.0 ASSUMPTIONS, AND DEPENDENCIES 

The successful development of the Town of Ladysmith website is dependent upon a number of factors. 

Many decisions must be made early in the development process, and both parties must be willing to 

commit themselves to these decisions. Changes may result in additional costs and/or delays in project 

development.  

Graphically Speaking has made the following assumptions in developing this proposal: 

• It is assumed that the Town of Ladysmith will provide all content in electronic format, 

including all text, and images  

• The timeline, scope of the project, and cost estimates will be affected by any delays or 

changes that need to be made after commencement of the work; therefore, any such 

changes or delays are considered outside the scope of this proposal. 

7.1 CONSTRAINTS 

Every software development project, including web development has limitations and constraints. The 

following constraints have been identified for the development of the website. 

7.2 TIMEFRAME FOR DEVELOPMENT 

Graphically Speaking has extensive experience developing projects that require aggressive timelines for 

completion.  

Your September target date is realistic. We will work with you to help move the project forward.  

7.3 REGULATORY POLICIES 

Certain information provided on the site may be subject to regulations. The Town of Ladysmith is 

responsible for all legal issues regarding the website, including trademark, copyright, and liability. 

7.4 CLIENT DELIVERABLES 

All client-supplied web site content (text, images, etc.) will be provided to Graphically Speaking Services in 

digital format unless otherwise agreed upon.  

7.5 INTELLECUTUAL PROPERTY RIGHTS 

Upon final acceptance of the completed project and full payment of project fees, any and all intellectual 

property used and created in connection with the web site including, without limitation, all design, logo, 

trademarks, trade names, copyright material and content (excluding any such material identifying 

Graphically Speaking Services Inc.) shall be and will remain the property of the Town of Ladysmith.  
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7.6 CONFIDENTIALITY OF INFORMATION 

The proponent acknowledges that information pertaining to the Town of Ladysmith and obtained by 

Graphically Speaking as a result of participating in this project is confidential and must not be disclosed 

without written authorization from the Town of Ladysmith.  

7.7 CONFLICT OF INTEREST 

 

The proponent is not aware of any real or potential conflict of interest in connection with our 

engagement by the Town of Ladysmith and fulfillment of the services requested.  

7.8 WARRANTY 

Graphically Speaking Services will warranty all work and programmed code for a period of 30 days after 

project completion. We will provide you with a two hour response to warrantee requests and a fix or a 

proposed fix within 24 hours (or less in most cases) during normal working hours (8:30 to 5:00 pm Pacific 

Standard Time) Monday to Friday excluding statutory holidays. Requests will be documented and tracked 

by a dedicated Project Coordinator. 

7.9 FUTURE ENHANCEMENTS 

Where you wish to engage Graphically Speaking to provide post implementation support, services or 

enhancements, Graphically Speaking will submit fee and time estimates to the Town of Ladysmith for the 

work requested.  
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