Annex 9

Vendor Proposal Response

1. Proposal Cover Sheet 

1.1
Company Information

Name of Company  



Street Address



Telephone



Fax



Email



Internet



1.2
Principals

Name 



Title



Phone



Fax



Email



1.3
Contact information 

Name 



Title



Phone



Fax



Email



2. Company Background

2.1
Company history and Business Related matters

Provide a brief narrative of the company related to its history, size in staffing and sales, financial viability, listing of client projects in past 12 months with description of work and any other relevant information.  Please specify : year established, number of full time employees, type of business, ie Corporate, Partnership or individually owned, State registered, ability to work in New York.



2.2 Provide a copy of the company’s most recent annual report or financial statements and state the annual value of total income for the last three years (1999-2001).



2.3
Nature of Business and brief description of services provided

Provide a brief narrative of the company related to the nature of its business and the services it provides. Please specify company’s experience, greatest strengths, successful projects and personnel; description of company’s process for quality assurance and control



3. Qualifications 

Provide qualifications in developing strategic plans for the management of information resources, particularly the long-term preservation and access of digital information resources.  These qualifications should be demonstrated by Archives, Records Management, Information Management experience, skills and knowledge.  It is noted that these areas often have overlapping functionality and may be defined differently within various context.  

However, for the purpose of this exercise: 

Archives is defined as the non current records (digital and paper) of an organization which is preserved because of their continuing administrative, legal, historical or informational value;

Records Management is defined as that area of general administrative management concerned with achieving economy and efficiency in the creation, maintenance, use and disposal of records during their entire lifecycle.  Electronic Records Management is a subset of Records Management but does contain distinct characteristics and challenges and should be highlighted within responses;

Information Management is defined as the combination of tasks and technologies concerned with the generation, availability and use of information required by an organization to function and progress effectively;

Skills are defined as practiced ability, highly trained and experienced; 

Experience is defined as working on relevant projects in the recent past; 

Expertise is defined as specialized knowledge in a particular field.

3 Qualifications in developing strategic plans for the management of information resources (please highlight the areas of Archives, Records Management, Information Management in your response)

3.1 Skills


3.2 Experience


3.3 Expertise/Knowledge


3.4 Personnel resumes (please note that names and resumes of  staff proposed for this project is required info)


3.5 Examples of Strategic Planning


4. Executive Summary of proposal

(A brief outline of the proposal, overall methodology, approach and outcome and include any critical factors)

5. Project Timeline

(Please note that Project Timeline is required information)

Project timeline – duration based on signing of contract 


6. Project Management methodology and approach

6.1 Project scheduling process




6.2 Risk Management approach




6.3 Change Management methodology




6.4 Project Communication plan




7. Specify methodology for Activity/Deliverables 1 through 7 

(It is required to fill out one table for each Activity/Deliverable)

7.1 Deliverable # and title
Deliverable 1 - Workplan



Proposed time frame 


UNPO Resources Required


Description of the approach and method for conducting the task


Vendor personnel involved


Summary of  Deliverable content and structure 


(for Activities of 2 and 3 ) Detailed description of the data collection effort to be used, who will be involved, what will be the outputs of the data collection effort 


(for Activities 2 and 5) Key benchmarks of non-UN that can be used as a basis for comparison for both the best practices and the strategic plan ?


Activity/deliverable timeline




Vendor Comments on activity/deliverable 




7.2 Deliverable # and title
Deliverable 2 – Catalogue existing policy and practice, establish record keeping functionality and requirements 

Proposed time frame 


UNPO Resources Required


Description of the approach and method for conducting the task


Vendor personnel involved


Summary of  Deliverable content and structure 


(for Activities of 2 and 3 ) Detailed description of the data collection effort to be used, who will be involved, what will be the outputs of the data collection effort 


(for Activities 2 and 5) Key benchmarks of non-UN that can be used as a basis for comparison for both the best practices and the strategic plan ?


Activity/deliverable timeline




Vendor Comments on activity/deliverable 




7.3 Deliverable # and title
Deliverable 3 – Report on the technical characteristics of current core UNPO information system

Proposed time frame 


UNPO Resources Required


Description of the approach and method for conducting the task


Vendor personnel involved


Summary of  Deliverable content and structure 


(for Activities of 2 and 3 ) Detailed description of the data collection effort to be used, who will be involved, what will be the outputs of the data collection effort 


(for Activities 2 and 5) Key benchmarks of non-UN that can be used as a basis for comparison for both the best practices and the strategic plan ?


Activity/deliverable timeline




Vendor Comments on activity/deliverable 




7.4 Deliverable # and title
Deliverable 4 – DAP design, framework and models 



Proposed time frame 


UNPO Resources Required


Description of the approach and method for conducting the task


Vendor personnel involved


Summary of  Deliverable content and structure 


(for Activities of 2 and 3 ) Detailed description of the data collection effort to be used, who will be involved, what will be the outputs of the data collection effort 


(for Activities 2 and 5) Key benchmarks of non-UN that can be used as a basis for comparison for both the best practices and the strategic plan ?


Activity/deliverable timeline




Vendor Comments on activity/deliverable 




7.5 Deliverable # and title
Deliverable 5 – DAP Implementation Plan



Proposed time frame 


UNPO Resources Required


Description of the approach and method for conducting the task


Vendor personnel involved


Summary of  Deliverable content and structure 


(for Activities of 2 and 3 ) Detailed description of the data collection effort to be used, who will be involved, what will be the outputs of the data collection effort 


(for Activities 2 and 5) Key benchmarks of non-UN that can be used as a basis for comparison for both the best practices and the strategic plan ?


Activity/deliverable timeline




Vendor Comments on activity/deliverable 




7.6 Deliverable # and title
Deliverable 6 – DAP Presentations



Proposed time frame 


UNPO Resources Required


Description of the approach and method for conducting the task


Vendor personnel involved


Summary of  Deliverable content and structure 


(for Activities of 2 and 3 ) Detailed description of the data collection effort to be used, who will be involved, what will be the outputs of the data collection effort 


(for Activities 2 and 5) Key benchmarks of non-UN that can be used as a basis for comparison for both the best practices and the strategic plan ?


Activity/deliverable timeline




Vendor Comments on activity/deliverable 




7.7 Deliverable # and title
Deliverable 7 – Plan of Work/SOW for Phase 2,

DAP Implementation 



Proposed time frame 


UNPO Resources Required


Description of the approach and method for conducting the task


Vendor personnel involved


Summary of  Deliverable content and structure 


(for Activities of 2 and 3 ) Detailed description of the data collection effort to be used, who will be involved, what will be the outputs of the data collection effort 


(for Activities 2 and 5) Key benchmarks of non-UN that can be used as a basis for comparison for both the best practices and the strategic plan ?


Activity/deliverable timeline




Vendor Comments on activity/deliverable 




8. References

Provide three references of companies which you have provided similar service within the last 3 years.  Please include contact and background information.

8.1 Name of firm 



Size of company employees and financials 



Nature of work or service provided



Contact Information, name phone and email address



8.2 Name of firm 



Size of company employees and financials 



Nature of work or service provided



Contact Information, name phone and email address



8.3 Name of firm 



Size of company employees and financials 



Nature of work or service provided



Contact Information, name phone and email address



