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Director 
                                                                    WEBSITE:  www.nheconomy.com 

                                                                  E-MAIL:  info@nheconomy.com 
 

New Hampshire Division of Economic Development  
Aerospace and Defense Consortium Website Maintenance and Management Services  

Request for Proposals 
 

Issue Date:  October 3, 2016 

 
Title:   Aerospace and Defense Consortium Website Maintenance and Management Services 
 
Issuing Agency:  State of New Hampshire 
   Department of Resources and Economic Development (DRED) 

Division of Economic Development 
Office of International Commerce 
172 Pembroke Road  
Concord, NH 03302-1856 

 
Period of Contract: Pending receipt of U.S. Department of Defense Office of Economic Adjustment (OEA) grant 

funding and approval from State of New Hampshire Governor and Executive Council, thirteen 
(13) months from date of approval from Governor and Executive Council, plus two one-year 
options to renew 

 
Project Cost:  Should not exceed $6,500.00.  
 
Funding Source:   U.S. Department of Defense Office of Economic Adjustment grant 
 
Proposal Deadline: 3:00 p.m. 
   October 28, 2016 
   *Proposal must be received at DRED not later than 3:00 p.m.    

 
Overview: New Hampshire Division of Economic Development is seeking a website development firm with proven skills 
necessary to provide maintenance for the New Hampshire Aerospace and Defense Export Consortium website.  The 
program consists of several activities aimed at keeping the newly redesigned website online, functional, and visible to 
domestic and international audiences.   
 
 
ALL PROPOSALS MUST BE LABELED:  PROPOSAL – Aerospace and Defense Consortium Website  

Maintenance and Management Services                      
 

All inquiries for information should be directed to: 
 Nathaniel Nelson, International Trade Officer, Office of International Commerce  
 Email:  Nathaniel.Nelson@dred.nh.gov  
 
If proposals are mailed, send directly to issuing agency shown above.  If proposals are hand-delivered, deliver to 
receptionist at DRED office, 172 Pembroke Road, Concord. 

http://www.nheconomy.com/
mailto:Nathaniel.Nelson@dred.nh.gov
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REQUEST FOR PROPOSALS  

Aerospace and Defense Consortium Website Maintenance and Management Services 
 

1. PURPOSE 
 

Pending receipt of U.S. Department of Defense (DoD) Office of Economic Adjustment (OEA) grant funding, the 
purpose and intent of this Request for Proposals (RFP) is to enter into a contract for a period of thirteen (13) 
months, with two one-year options to renew, upon the agreement of both parties and the approval of Governor 
and Executive Council (G&C). The qualified contractor will coordinate with the Division of Economic 
Development’s (DED) Office of International Commerce (OIC) and the New Hampshire Aerospace and Defense 
Export Consortium (NHADEC) and will provide counsel, direction, and implementation of key activities aimed at 
maintaining, updating and securing a newly designed NHADEC website 
 

2. BACKGROUND 
 

2.1 The NH Department of Resources and Economic Development (DRED) has received an OEA grant from 
the DoD.  The ultimate objectives of this grant are to provide assistance to businesses impacted by DoD 

program changes and to aid businesses in economic diversification. Further, the goal of the grant is to 
enhance the capacity of the State of New Hampshire, and its businesses, workers, industries, and 
communities to respond to Defense-related activities.  Assistance will be provided through programs of 
the NHADEC. 

 
Founded in 2013, NHADEC is a promotional consortium focused on fostering the most opportune foreign 
markets for its members through collaborative efforts and global brand messaging and awareness. In less 
than 3 years, the consortium developed programs, technical assistance and expertise to support and 
expand export activities of its members.  These programs have included regular member meetings, 
training sessions on export compliance, domestic and international trade shows, presentations by global 
market experts, business-to-business matchmaking, and a new website.  The focus of NHADEC’s efforts is 
on export capacity building—increasing sales by diversifying and building new markets. 
 
The purpose of this effort is to maintain NHADEC’s website, using current best practices, which will serve 
both the external audiences and the consortium membership The website developer will be responsible 
for ensuring that NHADEC’s website is functional, visible, continually maintained, and secure.   This newly-
launched NHADEC website is built using WordPress, version 4.6.1, and utilizes several plugins and 
extensions to customize the function of and user experience with the website.  The following plugins are 
being used on the site: 

 Advanced Custom Fields Pro 
 Contact Form 7 
 New User Approve 
 Wordfence 

 
2.2 Definitions: 

 
 
2.2.1 “Contractor” refers to the Offeror under this Request for Proposals (RFP) with which the Department 

of Resources and Economic Development (DRED) negotiates a contract. The terms in this RFP 
referring to “Contractor”, represent contract terms that will be a part of the final Contract. 
 

2.2.2 “Offeror” refers to any individual, corporation, partnership or agency that responds in writing to this 

RFP.  
 

2.2.3 “State” refers to the State of New Hampshire.  
 

2.2.4 “DED” refers to the Division of Economic Development.  
 

2.2.5 “OIC” refers to the Office of International Commerce, an office of the Division of Economic 
Development, a division of the Department of Resources and Economic Development. 
 

2.2.6 The “Contract” is the resulting contract entered into between DRED and the successful Offeror. 
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3. SCOPE OF WORK 
 
The role of the contractor is to maintain the newly designed NHADEC website and ensure the site remains 
secure against threats and attacks.  The contractor’s responsibilities will be to: 
 

 Perform regular evaluation of NHADEC website and its content to identify areas requiring updates. 
Evaluation should take place monthly, at minimum. 

 Stay abreast of WordPress updates and be cognizant of compatibility and version control between core 
code and plugins/extensions.  

 Establish a working website maintenance calendar that includes completion of various updates, and 
projected time frames for development and launch of required changes. 

 Perform all required updates and code upgrades to NHADEC website and its plug-ins. 
 Ensure that all website integrations maintain functionality and compatibility after any core upgrades. 
 Perform regular backups of the NHADEC website. 
 Stay abreast of current website security threats. 
 Ensure website is secure and address any security vulnerabilities as they arise. 

 Build additional web pages, landing pages and campaign assets as necessary.  
 Source, identify and install new plugins, as needed. 
 Any additional items deemed necessary. 

 
The contractor will be responsible for the following deliverables: 

 
 Coordinating and collaborating with the working group, made up of the OIC team and representatives 

from NHADEC’s board of directors and membership committees.  
 Creating a comprehensive plan with phases outlined and juncture points for decision-making, sign off 

and the need for contributions from the working group clearly outlined. 
 Creating and adhering to a communications plan so that the working group stays informed and abreast 

of progress, including any roadblocks or challenges encountered during the project. 
 Informing the working group of any roadblocks or challenges encountered in a timely fashion so that 

solutions can be identified and forward progress can be maintained.  
 Participating in quarterly update meetings. 

 

4. GENERAL REQUIREMENTS 
 
4.1 Copies and Distribution of Proposal 

  
In order to be considered for selection, Offeror is required to submit a complete written response to this 
RFP. One (1) original and two (2) copies of each proposal must be submitted to DED-OIC. No other 
distribution of the written proposal shall be made by the Offeror.  
 
Proposals should be submitted to:  Nathaniel Nelson, Office of International Commerce at 
Nathaniel.Nelson@dred.nh.gov or mailed to the issuing agency shown above.  Proposals should 
affirmatively state the ability to meet all deliverables in no more than thirteen (13) months of the award 
date.  Three references should be provided.  Please indicate past performance to the State of New 
Hampshire on any awards in the past five years. 
 

4.2 Organization and Experience 
 
4.2.1 Demonstrate the Offeror’s financial capability to provide the work described in Section 3: Scope of 

Work. Audited financial statements, or satisfactory alternate proof of financial stability will be 
required prior to award of contract. 
 

4.2.2 Qualifications of individuals who will be involved in the project. 
 

4.2.3 Complete “Contractor Data Sheet” (Attachment A). 
 

4.2.4 Has the Offeror provided contractual services to the State before? If yes, please explain relationship. 
 

mailto:Nathaniel.Nelson@dred.nh.gov
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4.3 Financial Standing  

 
An Offeror, if requested, must be prepared to present evidence of financial standing necessary to 
satisfactorily meet the requirements set forth in the proposal. 

 
 

5. SPECIFIC REQUIREMENTS 
 

Proposals should be as thorough and detailed as possible so that the Selection Committee may properly evaluate 
Offeror’s capabilities to provide the required services. Responses must be structured as outlined below. Offerors 
are required to submit the following items as a complete proposal: 
 

5.1 Experience, Qualifications, and Strategic Exercise: 
 

5.1.1 Complete “Contractor Data Sheet” (Attachment A). 
 

5.1.2 A written narrative including: 
 

5.1.2.1 Experience in providing services as described in Section 3, including any recommended 
processes and procedures currently in place for providing these services. 

 
5.1.2.2 Description detailing the implementation of the identified deliverables, with language 

speaking to how optimal and enduring results would be achieved. 
 

5.1.2.3 A list of clients or references that the contractor has provided similar services for. 
  

5.1.2.4 Description of the applicant’s ability to absorb the project into their current work load and 
meet all deadlines. 

 
 

5.2 Proposal Submissions 
 

5.2.1 All information requested must be submitted. Failure to submit this information at time of bid will 

render your proposal non-compliant and will result in a disqualification. 
 

5.2.2 Offeror shall provide a thorough description of its plans and approach for accomplishing the 
requirements of Section 3: Scope of Work. 
 

5.2.3 Each copy of the proposal must be in a single volume. Proposals must be prepared simply and 
economically, providing straightforward, concise description of capabilities to satisfy the requirements 
of the RFP. Emphasis should be on completeness and clarity of content. The State is not responsible 
for the cost of proposals. 
 

5.2.4 The original copy of the submitted proposal must remain at DRED, available for public 
inspection/disclosure, subsequent to awarding of the contract. Information considered confidential or 
proprietary may be marked as such by the submitting party. However, such determinations are not 
conclusive on DRED and DRED shall be subject to the provisions and requirements of RSA chapter 
91-A (the New Hampshire right-to-know law) when determining what documents are subject to 
public inspection/disclosure pursuant to a right-to-know request. 

 

6. EVALUATION AND AWARD CRITERIA 
 

6.1 General Information:  All proposals will be evaluated for responsiveness to the RFP by a Selection  
Committee made up of representatives of DRED and the NHADEC Board. 

 
6.2 Criteria: All written proposals will be evaluated and scored on the basis of the following criteria, which will 

be accorded the relative weight indicated in parentheses: 
 

a. Experience and Qualifications of key staff and subcontractors (30%) 
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b. Overall strategy and approach, methodology (30%) 
 
c. Prior work and past performance (20%) 

 
d. Cost of Services (20%) 
Grand Total (100%) 

 
Written Proposals shall be evaluated using the criteria contained in the Proposal Score Sheet (Attachment 
B). 
 
Award shall be made to the Offeror who has submitted the best overall response, as judged by the Selection 
Committee, and recommended to the Commissioner of DRED. A proposed Contractor must receive final 
approval from the G&C.  

 
6.3 Award of Contracts:  Offeror(s) deemed to be best suited among those submitting written proposals will be 

identified on the basis of evaluation factors stated in the Request For Proposal. Offeror(s) may be asked to 

make oral presentations. 
 
 The Selection Committee will make a recommendation for selection of a Contractor to the Commissioner of 

DRED. The selected Contractor will be notified in writing. DRED and the selected Contractor shall negotiate 
a contract containing the terms in the RFP. If DRED is unable to negotiate a satisfactory contract with the 
first selected Contractor, DRED may undertake negotiations with the next recommended Offeror. 

 
  The proposed Contract must be approved by the G&C. This process is dependent on grant approval and 

timing of state approval authorities. 
 
6.4 Proposed Timetable:  

 

Action Date 

Request for Proposals Issued Monday, October 3, 2016 

All clarifying questions received Monday, October 10, 2016 

Responses to questions sent to all Friday, October 14, 2016 

Written Proposal Deadline Friday, October 28, 2016 

Vendor Notification Friday, November 18, 2016 

Contract Process Upon OEA Approval 

Governor & Council Approval Process Anticipated January/February 2017 

Contract Effective Upon G&C approval 

 
     

7. CONDITIONS: Any prospective contractor must be willing to adhere to the following conditions and must 
positively state so in the proposal: 
 
7.1 Ownership of Subsequent Products: Any product, whether acceptable or unacceptable, developed under a 

contract awarded as a result of this scope of work is to be the sole property of the State of New Hampshire, 
unless stated otherwise in the contract. 

 
7.2 Conformance with Statutes: Any contract awarded as a result of this scope of work must be in full     

conformance with statutory requirements of the State of New Hampshire. 
 
7.3 Amending or Canceling: The State of New Hampshire reserves the right to amend or cancel this scope of 

work, prior to the contract start date if it is in the best interest of the State, or to correct inaccuracies 
resulting from clerical errors. 

 
7.4 Rejection for Misrepresentation: The State of New Hampshire reserves the right to reject the proposal of 

any vendor for misrepresentation. 
 
7.5 Contract Format: The successful contractor will be required to sign or provide the following documentation:  
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7.5.1 Service Contract Form – Form P-37 (Attachment C). 

 
7.5.2 Certificate of Authority. This document is required of the Contractor to certify by vote of the 

corporation’s board that the person who signs the contract has been authorized to do so. The 
Contractor is required to provide this document on corporate letterhead, signed by the Chairman of 
the Board or similarly authorized person. 

 
7.5.3 Certificate of Existence. This document is required for all contracts exceeding thirty (30) days. They 

are issued by the New Hampshire Secretary of State’s office certifying that the corporation, 
partnership, or trade name has been registered to do business in New Hampshire. Certificates of 
Existence shall be current and are renewable annually by April 1st. 

 
7.6 Speaking on behalf of the State of New Hampshire DRED:  Contractor is not authorized to represent the State’s 

position to the public or media and must be authorized to provide information by DRED. 
 

7.7 The resulting Contract may be modified only by written amendment, which has been executed and approved by 
the appropriate parties from the State and Contractor. 

 
7.8 If for any reason, the Contractor fails to make a delivery date, the Contractor shall be assessed a “failure to 

perform” fee of $1,000.00 per week, or portion thereof, until the production, revision or delivery date is met.  If 
the Contractor foresees an event beyond its reasonable and normal control and properly notifies DRED of such 
event, in writing, the Contractor shall be allowed to exceed a production, revision or delivery date with no 
“failure to perform” fee assessed. 
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Attachment A        Page 1 of 2 

 
CONTRACTOR DATA SHEET 
(To be completed by Offeror) 

 
1. Years in business: Indicate the length of time you have been in business providing this type of service: 

 
____________ years __________ months 
 
 

2. References: Indicate below at least three (3) accounts for whom you have provided consultancy 
services, of which at least two will be related to a sector cluster/consortium or association Include the 
date services was furnished, and contacts. 

 

Client City / State Dates of Service 
Contact Name / Phone 

/ E-mail 

 
 
 
 

   

 
 
 
 

   

 
 
 
 

   

 
 
 
3. Are you a subsidiary firm?   ____ yes    _____ no 
 
If yes, list the location of your parent affiliation: 
 

Address: ________________________________ 

 

City: ____________________________________           State ____________ 

 
 
4. List total number of employees: 
 
________ Full-time     _______ Part-time/other 
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Attachment A        Page 2 of 2 

 
Authorized Signature(s) 

This form must be completed and signed by an officer of the company 
 
 

Name of Firm: ___________________________________________________________ 

Contact: ________________________________________________________________ 

Address: ________________________________________________________________ 

City: ___________________________________  State: _________  Zip: ____________ 

Phone: __________________________________________________________________ 

Fax: ____________________________________________________________________ 

Email: ___________________________________________________________________ 

Date of incorporation: _______________________________________________________ 

 
If not a corporation, state the type of business organization, names and addresses of the owners, address 
and phone of the principle place of business, date business began, and state in which organized.  
 
 
 
 
 
 
 
 
 
 

 
I certify the accuracy of this information. 
 

Signature: ______________________________________________________________ 

Name and title (print or type): ______________________________________________ 

Date: __________________________________________________________________ 
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Attachment B 

 
Proposal Score Sheet 

 
 

FOR DRED USE ONLY:  

COMPANY 

 

REVIEWER 

 

DATE 
 

TOTAL SCORE 
(Maximum 100)   

 

 

 
 

Criteria 
Max 
Points 

Score Notes 

 
Experience and 
Qualifications of key 
staff and subcontractors 
Personnel/subcontractor 
experience; ability to 
absorb project into current 
workflow; ability to 
work with OIC/DED and its 
partners; knowledge 
of website maintenance best 
practices; knowledge of online 
security best practices; 
knowledge of state, regional, 
and international aerospace 
and defense sector. 

 

 
30 

  

 
Overall strategy and 
approach, methodology 
Proposal reflects the ability to 
collaborate with multiple 
agency partners and NH 
businesses to implement stated 
goals and objective, strategies, 
and projects. Description of 
processes and procedures in 
place to meet deliverables. 
 

 
30 

  

 
Prior work and past  
performance  
 

 
20 

  
 
 

 
Cost of Services  
Proposal shall include all 
pricing information 
relative to performing the 
scope of services 
described in the RFP. 

 
20 
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Attachment C        Page 1 of 4 
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