DNSO NC – Request for Proposal for Information Management and Technical Support Services


DNSO Response Template

REQUEST FOR PROPOSAL

PROVISION OF INFORMATION MANAGEMENT AND TECHNICAL SUPPORT SERVICES FOR THE DOMAIN NAME SUPPORTING ORGANISATION NAMES COUNCIL (DNSO NC)

Please use this template if you are responding to the Request for Proposal. 

Responses which do not use the template and which do not provide a response to all relevant questions may not be considered.

If you are responding as regards the Manager, Information and Technical Services, please answer all sections in Part One.

If you are also offering Internet service provision, please also answer all sections in Part Two. Part Two is optional for respondents. DNSO NC may or may not choose to proceed with Part Two responses at this stage.

If you are interested in sponsoring the provision of Internet services as detailed in Part Two, we would appreciate an indication of your interest.

Take as much space as you need in each section to provide necessary information.

Responses must be lodged electronically by email to dnsorfp@icann.org in Word 2000 readable format. The closing date is Wednesday, June 20 2001.

Late responses may not be considered.

Any further questions about this process should also be directed to dnsorfp@icann.org.

1 Part One – Manager, Information and Technical Services (all respondents to complete)

1.1 Corporate Information

1.1.1 Respondent details

1.1.1.1 Name of Organization

1.1.1.2 Legal Structure of Organization

1.1.1.3 Address

1.1.1.4 Telephone contact

1.1.1.5 Fax

1.1.1.6 Email

1.1.1.7 URL (if applicable)

1.1.1.8 Contact person for this submission

1.1.1.9 Position within organization

1.1.1.10 Are you in a position to legally commit your organization to a contract? If not, please give details of the person within your organization who is in the position to commit your organization and who has approved your RFP proposal.

1.1.2 Brief organizational profile (no more than one page). Please include your mission statement and any involvement or with DNSO, ICANN or its key stakeholders. 

1.1.3 Are you able to provide all the deliverables outlined in the Request for Proposal document, including:

· Provide advice to the Names Council on technical solutions for its information and communication requirements;
· Implement and document solutions as required or directed by the Names Council; 

· Provide support for the Names Council and its Chair (e.g. post meeting documents, record teleconferences; obtain approval of Names Council meeting minutes, maintain contact details of members, assist in monitoring expenditures, liase with GA Chair, etc), 

· Manage the delivery of Internet services (as described below and including hosting web site, email discussion list, etc) 

· Co-ordinate maintenance and updating of web site, email discussion lists, security protocols, etc;

· Manage, develop and update the DNSO web site;

· Create and manage email discussion lists as required;

· Create and document procedures and protocols required for the effective management and delivery of technical services;

· Supervise and provide technical support for on-line voting; 

· Monitor and report on traffic, technical and associated business issues, and provide administrative support to the DNSO as directed;

· Report monthly on tasks performed and time taken.

Please note that, because DNSO is a global organization, which crosses time zones, the work will not be confined to the normal working hours within any particular time zone and, from time to time, will involve work during public holidays.

1.1.4 Please describe your current Internet connectivity including available bandwidth and service quality

1.1.5 Briefly describe the office situation and equipment that would be available to responsible officers in undertaking this work.

1.1.6 Please give details of backup arrangements that will apply if your nominated person(s) are unavailable.

1.1.7 Please indicate that you have and will continue to have in updated forms from time to time all software, hardware, telephone systems, access to photocopying and printing etc that you will need to undertake the duties contained in this section.

1.1.8 Please indicate any capacity you have for language translation services should this be required at a future date (optional).

1.1.9 Availability to commence

Please indicate if any difficulties are involved in commencing this assignment in July 2000.

It is anticipated that extra workload will be required at the outset of the contract to ensure a smooth transition of information and technical services from the current arrangements. Please indicate your flexibility to deal with this and other similar peak workloads.

.

1.1.10 Are you able to enter into a standard contract that would be governed by US law?

1.1.11 Please give details of any

1.1.11.1 Public Liability Insurance

1.1.11.2 Personal Indemnity Insurance 

1.1.11.3 Other relevant insurances

1.2 Nominated person information

1.2.1 Please provide a brief profile of the person or persons who will be responsible for liaising with the DNSO NC and providing the services required. 

This should include contact details, project management and consulting experience, and other relevant experience and skills. Please restrict the profile to no more than one page and provide additional information where requested below and, if you wish, as attached Resumes.

1.2.2 Please provide details of relevant work experience. You may wish to note:

a. any current involvement with the ICANN process or Internet governance

b. any previous experience working with an international organization in a multicultural environment

c. any previous experience in providing advice to organizations on technical solutions for information and communications requirements

d. any previous experience working as the paid employee of an organization whose office bearers are acting in a voluntary capacity

e. any previous experience working with an organization during its startup phases; and

f. other relevant experience you consider to be important.

 Please provide details of any previous experience in managing delivery of Internet services, including:

a. management of mailing lists;

b. development, maintenance and updating of web sites;

c. security of sites;

d. management of on line voting; and

e. provision of technical support services.

1.2.3 Planning and project management skills

1.2.3.1 Please provide an indication on measures you would take to ensure that DNSO’s needs across a diverse range of activities would be met in a timely fashion

1.2.3.2 Please indicate the major issues you anticipate during the startup phase of this project and ways you propose to address these issues. 

1.2.3.3 High level communication skills

Please provide some information that demonstrates your ability in:

a. English language writing skills including documentation and technical writing

b. oral and interpersonal communication skills

c. presentation skills

1.2.4 Please indicate any restrictions on your ability to travel internationally 

1.2.5 Referee (reference) details

Please give details of two referees we can contact who can attest to your ability to undertake the tasks outlined in this submission.

1.3 Fees and charges

1.3.1 Basic information

All fees must be provided in $US and will be paid in $US without consideration of any currency variations that might occur during the course of the contract.

The DNSO NC would prefer a flat rate per month fee that takes into account the varied hours and weekly hours that might apply with this position. It would prefer to make payments on a monthly basis.

It has been estimated that the workload will average 20 hours per week. However at this stage it is not certain what the final workload will be, and the estimated 20 hours per week may prove inadequate.

Respondents should therefore have flexibility to scale up and scale down, particularly during the first three months of the contract.

You are invited to nominate a flat rate fee, based on an average 20 hours per week involvement, plus an hourly rate for any hours above that which are approved by the DNSO NC Chairman or their nominee. 

You are also invited to nominate how you wish to handle expenses, and whether these are included in the fees charged. DNSO would prefer that major expense items such as travel and international call costs be considered as prime costs payable directly and outside of this contract, and that minor expense items are absorbed in the overall fee.

However, we are flexible as to how this might work, providing that an administratively simple arrangement is achieved.

Please indicate:

1.3.2 Basic monthly fees that would apply (based on an average 20 hours per week)

1.3.3 Hourly rates that would apply for any approved extra hours in addition to these hours

1.3.4 Any specific requirements as regards public holiday, weekend work or other work outside normal working hours.

1.3.5 Any specific extra rates for work required away from the office

1.3.6 Any extra charges for email, photocopy, word processing, or any other basic office tasks

1.3.7 How you propose that any international phone call charges be dealt with

1.3.8 How you propose that any travel and accommodation costs be dealt with

1.3.9 How do you propose that any requirements for bulk preparation of paper documents for meetings be dealt with

1.3.10 Please indicate your capacity to scale up or scale down according to the work requirements of DNSO.

Thank you for your response. If you have completed this section, and you are not intending to also offer provision of Internet services, you need only attach the Resume of your nominated Manager, Information and Technical Support Services before sending your response.

2 Part Two - Provision of Internet services (optional for respondents)

2.1 Overview statement

Please provide an overview of arrangements you propose to ensure the delivery of Internet Services as outlined below.

2.2 Contact person for Internet services

Please give details of the person or organization that will be primarily responsible for provision of Internet services

2.2.1.1 Contact person and title 

2.2.1.2 Name of Organization

2.2.1.3 Legal Structure of Organization

2.2.1.4 Address

2.2.1.5 Telephone contact

2.2.1.6 Fax

2.2.1.7 Email

2.2.1.8 URL (if applicable)

Brief description of organization (if different to organization described in Section One)

2.3 Relationship to Manager, Information and Technical Support Services

Please indicate how this entity will work with the Manager, Information and Technical Support Services outlined in the previous section.

2.4 Hardware and connectivity

2.4.1 Please give details of the server hardware you propose to use for DNSO (indicative hardware requirements appear in the main RFP document)

2.4.2 Please indicate whether you intend to provide virtual or non virtual hosting.

2.4.3 Please indicate the country within which the servers will be located

2.4.4 Please describe the network capacity you will be able to provide for these services

2.5 Software and service features

2.5.1 Please indicate the operating system you propose to use

2.5.2 Please describe your standard procedures for handling software updates

2.5.3 Website hosting

2.5.3.1 Please give details of the software platform to be utilized for web services and its basic capabilities

2.5.3.2 Please indicate how you will deal with text only and other web accessibility needs for the disabled

2.5.3.3 Please indicate how requests to upload information to the website from the Information Manager will be handled.

2.5.3.4 Please indicate any software capabilities to allow management of sections of the web site to be delegated to different DNSO constituencies 

2.5.4 Mailing lists

Please describe the software you utilize for mailing list management and its main features, including

2.5.4.1 Describe briefly the software’s capacity for list management and options for configuration of rules for on line registration of lists

2.5.4.2 Indicate any facilities for delegated management of particular mailing lists to third parties 

2.5.4.3 Indicate any facilities for varied access permissions, eg to allow moderated, read only, read/write, access permissions

2.5.4.4 Indicate whether you are able to provide both web based and text interfaces to mailing lists.

2.5.5 Email service

2.5.5.1 Please describe the email facilities and software platform you can provide

2.5.5.2 Are you able to provide for a small number (<100) email addresses in the form @dnso.org to be allocated for official DNSO use?

2.5.6 Voting software

2.5.6.1 Please indicate any voting software capabilities you can offer for 

(a) Election of office bearers, and

(b) Voting on motions of DNSO or affiliates.

(or, alternatively, outline how you would propose to offer these services)

2.5.7 FTP (optional)

2.5.7.1 Please describe your preferred FTP platform and how security of services might apply. (note that DNSO does not provide ftp at this point of time and this requirement is optional).

2.6 Technical support 

2.6.1 Please indicate your ability to provide 24*7 support for these services, and any restrictions to this availability

2.6.2 Please indicate response times for

2.6.2.1 normal upload of materials

2.6.2.2 emergency changes and uploads

2.6.3 Please indicate your procedures for providing advance notice of any scheduled downtime

2.6.4 Describe software to be utilized for DNS (primary and secondary) management and its capacity to handle multiple domain names eg dnso.org and dnso.net

2.6.5 Please indicate your procedures for client problem resolution and technical support escalation

2.7 Service quality 

2.7.1 Outline the service level guarantees you are prepared to offer

2.7.2 Indicate indicative percentages for service uptime and other indications of service quality

2.7.3 Please indicate statistical reporting capabilities you can offer as part of a standard service

2.8 Security

2.8.1 Please describe your standard procedures for keeping up to date with security issues

2.8.2 Please describe your standard procedures for handling security patches or fixes arising from security alerts 

2.8.3 Security procedures

While appreciating that specific details in some of these areas might be confidential, please indicate at east in overview your systems and procedures for:

2.8.3.1 Anti spamming

2.8.3.2 Denial of Service attacks

2.8.3.3 A secured location

2.8.3.4 Backups

2.8.3.5 Uninterrupted power supply

2.8.3.6 Disaster recovery

2.8.3.7 Log file and intrusion checking

2.8.3.8 Router and firewall protection

2.9 Other services

2.9.1 Please describe any other services you offer which from time to time might be useful for DNSO (eg IRC, ICQ, real time messaging, or other collaboration tools)

2.9.2 Are their other issues or options in Internet service provision for DNSO that you wish to bring to our attention?

2.10 Referee (reference) details

2.10.1.1 Please give details of two persons we could contact who could give reference to the service and quality you have provided to them in Internet services provision.

2.11 Sponsorship

The DNSO site is visited and utilized by many leaders of the international Internet community.

DNSO is prepared to consider sponsorship of its Internet services provision with the possibility of providing, as part of this agreement, a modest and discrete banner or link from its main page to the sponsoring body. 

Please indicate whether you are interested in sponsoring the service and any conditions that you would wish to apply. (Please also indicate in the appropriate costing section below any costing discounts that would apply to a sponsored service).

2.12 Costing structure for Internet Services Provision

All costs must be quoted in $US.

DNSO would prefer a flat costing structure, invoiced monthly, to cover provision of its services. 

The current web site is at www.dnso.org, and is a good indication of the complexity and size of the site to be maintained, while allowing that over time its information volume and complexity will increase. In particular, the service for mailing lists may double in size, and a considerable number of new mailing lists might need to be established. 

2.12.1 Set up costs 

This section should be used only for the once up costs you would charge to establish the service. Ongoing charges should appear in the next section.

Please indicate a total cost at the beginning of this section and, if necessary, broken down variable costs in the section below

2.12.1.1 Total establishment cost and basis of costing

2.12.1.2 Any Website hosting variable costs

2.12.1.3 Any E-mail service variable costs

2.12.1.4 Any secure FTP service variable costs

2.12.1.5 Any mailing lists service variable costs 

2.12.1.6 Any management of DNS service variable costs

2.12.1.7 Any management of voting and use of voting software variable costs

2.12.1.8 Any technical support variable costs

2.12.1.9 Any other variable costs

Ongoing costs (per month)

This section should be used to indicate the ongoing monthly costs for the service as described above. Please indicate a basic monthly charge plus any variable costs which would apply

2.12.1.10 Basic monthly cost and basis of costing

2.12.1.11 Any Website hosting additional variable costs

2.12.1.12 Any E-mail service additional variable costs

2.12.1.13 Any Secure FTP service additional variable costs

2.12.1.14 Any Mailing lists service additional variable costs 

2.12.1.15 Any management of DNS service additional variable costs

2.12.1.16 Any management of voting and use of voting software additional variable costs

2.12.1.17 Any technical support additional variable costs

2.12.1.18 Any other additional variable costs

Sponsorship discounts

As indicated above, DNSO is prepared to consider sponsorship of its Internet services provision with the possibility of providing, as part of this agreement, a modest and discrete banner or link from its main page to the sponsoring body. 

If you are interested in sponsoring the service, please indicate here any conditions that you would wish to apply. Please also indicate the costing structure which would apply to a sponsored service.

3 Appendix A – Resume of Proposed Manager, Information and Technical Services

4 Appendixes B, C, D etc … Additional Material

Responses and enquiries to dnsorfp@icann.org.          

Closing date and time: midnight GMT June 20 2001                        
21

