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1. OVERVIEW  
 
Sno-Isle Libraries (the Library) is seeking project management software for marketing, 
creative services, and in-house print production. This software will replace the outdated, 
homegrown solution (PubHub), allowing the Library to order and track work across 
multiple channels with multiple inputs and align that work in campaigns to identify 
measurable outcomes. 
 
Proposals are due by 2:00pm (PST), February 18, 2022. 
 

2. BACKGROUND  
 
Sno-Isle Libraries is a two-county public library district serving more than 825,000 
people in Snohomish and Island counties through 23 community libraries, mobile, and 
online library services. The organization is headquartered at its administrative 
distribution facility in Marysville, Washington. 

The Library’s Communications department serves as an in-house agency advancing the 
organization’s objectives and supporting a multitude of communications and marketing 
needs. The Library currently generates graphics/print requests that result in nearly 
10,000 work products a year. Currently, most of that work is handled through 
unstructured email requests or an antiquated tool built in software that is slated to be 
phased out. 

Work products include campaigns, graphic design, social-media posts, email, web 
graphics, web content, news posts/releases, posters, bookmarks, forms, brochures, 
calendars, cards, certificates, digital images, flyers, banners, postcards, reading logs, 
in-building signage, stationary, tags and stickers and more. 

Companies interested in being considered for selection are invited to submit a cover 
letter of interest; professional summary of qualifications or credentials, experience, and 
references; and a standard rate sheet or fee schedule. 
 

3. SCOPE OF WORK 
 
The Library is seeking a software vendor to provide project management software for 
marketing, creative services and in-house print production. The goal is to implement an 
efficient and reliable input and marketing and graphics workflow management system 
that will allow the libraries and departments to order and track work across multiple 
channels with multiple inputs and align that work in campaigns to identify measurable 
outcomes. 
 
A Contract and purchase order with the selected candidate to support the needed 
project may be negotiated and issued for one 365-day period from March 25, 2022 
through March 24, 2023 with the option to extend the contract for two (2) one-year 
renewals. 
 

http://www.sno-isle.org/about/mission-principles-vision/
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4. TIMELINE  
 

January 11, 2022 RFP Issued 

January 18, 2022 Questions Due by 12:00pm (PST) 

January 25, 2022 Addenda Issued (if necessary) by 5:00pm (PST) 

February 18, 2022 Proposals due by 2:00pm (PST) 

March 11, 2022 Contract Awarded 

 
 
 

5.   QUESTIONS REGARDING RFP 
 
5.1   SUBMITTING QUESTIONS 
 
Questions surrounding this RFP should be submitted via email to 
vendorsubmissions@sno-isle.org by the date and time noted in Section 4. Questions via 
telephone will not be accepted. Responses will be provided via email by 5:00pm (PST), 
January 25, 2022. 
 

6.  PROPOSAL 
 
6.1  PROPOSAL CONTENTS  
 
The Library is looking for succinct answers with relevant information. Please limit your 
Proposal to no more than a dozen pages. 
 
6.1.1 Cover Letter  
 
Please include the following: (1) a letter of interest signed by the firm principal with a 
statement of availability to complete the work; (2) the identification of the proposer, 
including name, address, email address, telephone number and Unified Business 
Number (UBI); (3) the name, title, address, email and telephone number of contact 
person during period of Proposal evaluation; and (4) the signature of a person 
authorized to bind proposer to the terms of this Proposal.  
 
6.1.2 General Company Profile, Experience and References 
 
Briefly provide general information about your company’s experience, capabilities, and 
length of time the company has been in the business. Provide your company’s 
implementation timeline and experience with public funding compliance needs. Provide 
information around your service/support department (i.e., service hours, channels for 
contact and average resolution time). 
 

mailto:vendorsubmissions@sno-isle.org
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6.1.3 Professional Credentials of Key Staff and Subcontractors  
 
Please identify and list the functions and provide a brief summary of credentials for any 
persons or core staff who would be assigned work under this contract, if selected. Do 
not include lengthy resumes or vitae. Provide a list of subcontracting individuals or 
organizations for any work you would typically assign which would not be produced in-
house (if applicable).  
 
6.1.4 Project Approach  
 
Describe how you will become familiar with project team expectations and needs, 
approach the work indicated for this project in a collaborative manner, and meet the 
objectives listed above if selected for this project. Provide links (preferred) or examples 
of similar materials you have created.  
 
6.1.5 Standard Rate Sheet or Fee Schedule  
 
In addition to a standard rate sheet, you should identify other costs, such as add-on 
products needed to meet requirements, implementation fees, etc.  
 
6.1.6 RFP Submittal Form 
 
Complete and submit the attached RFP Submittal Form (Attachment A) as part of your 
Proposal. 
 
6.1.7 Signed Certifications and Assurances  
 
Sign and submit the attached Certifications and Assurances (Attachment B) as part of 
your Proposal.  
 
6.2  SUBMITTING A PROPOSAL  
 
Proposals must be submitted via email at vendorsubmissions@sno-isle.org. Proposals 
should include links or attachments to materials which support, validate or demonstrate 
the qualifications of the submitter. The format may be a Word or pdf document.  
 
The deadline for submission/receipt is 2:00pm (PST), February 18, 2022. All 
Proposals received after the designated time stated will not be considered.  
 
Submit Proposal to:  
Sno-Isle Libraries 
ATTN: Procurement Specialist 
vendorsubmissions@sno-isle.org  
7312 35th Avenue NE  
Marysville, WA 98271  
 

mailto:vendorsubmissions@sno-isle.org
mailto:vendorsubmissions@sno-isle.org
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If you would like confirmation of receipt of Proposal, please request via email at the time 
of submission. 
 
Sno-Isle Libraries shall not be responsible for any costs incurred by the proposer in 
preparing, submitting or presenting its response to the RFP.  
 
6.3  MODIFICATION OF RFP 
 
Sno-Isle Libraries reserves the right to “revise” or “amend” the RFP prior to the Proposal 
due date by “written addenda.”  
 

7.   EVALUATION PROCESS  
 
Proposals will be evaluated based on the following criteria:  
Possible Points:  
15 points  Company Information: History of company and product, implementation 

timeline, experience with public funding compliance needs and service 
department. 

20 points User Experience: For front-end users (internal client experience) and 
administrative users. Cart-based interface, images for item orders, 
automation of requests, status updates with notifications, marketing 
campaigns, prioritization, user access levels, auto save, custom fields, 
request numbers/order tracking number, custom workflows based on item 
types, custom reports, custom statuses. For more see Attachment A, 
section 1.1-2.19. 

10 points Proofing Process: In-platform proofing for graphics, emails, web pages with 
ability to comment/markup and approve. Automated reminder of deadlines 
and proof version control. For more see Attachment A, section 3.1-3.7. 

20 points Support and System: Cloud-based software, responsive design, defined 
support response time, setup support and implementation, meets security 
and terms and conditions of Sno-Isle Libraries. For more see Attachment A, 
section 4.1-4.16. 

35 points  Fee Summary: Annual fees, setup fees, and other fees.  
 
Sno-Isle Libraries staff may elect to conduct interviews by video conference, telephone, 
or in person with finalist candidate(s). We expect to make a decision and discuss the 
final contract with the selected Proposer by March 11, 2022.  
 
7.1  PROCEDURE WHEN ONLY ONE BID IS RECEIVED 
 
If the Library receives a single responsive, responsible Proposal, the Library shall have 
the right to conduct a price or cost analysis on such Proposal. The Proposer shall 
promptly provide all cost or pricing data, documentation and explanation requested by 
Sno-Isle Libraries to assist in such analysis.  
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By conducting such analysis, the Library shall not be obligated to accept the single 
Proposal. The Library reserves the right to reject such Proposal or any portion thereof. 
 
7.2  REJECTION OF PROPOSALS 
 
Sno-Isle Libraries reserves the right to request clarification of information submitted, and 
to request additional information from any proposer. Sno-Isle Libraries reserves the right 
to reject any Proposal for any reason including, but not limited to the following: (1) any 
Proposal which is incomplete, obscure, irregular, or lacking necessary detail and 
specificity; (2) any Proposal which has any qualification, addition, limitation, or provision 
attached; (3) any proposer who (in the sole judgement of Sno-Isle Libraries) lacks the 
qualifications or responsibility necessary to perform the work; (4) any Proposal for which 
a proposer fails or neglects to complete and submit any qualifications information, and 
(5) any Proposal which is received after the deadline date and time. 
 
7.3  PROTEST PROCEDURE 
 
Protests may be made only by Proposers who submitted a response to this solicitation 
document. The Proposer is allowed two (2) business days to file a protest. Protests 
must be received by the Procurement Specialist no later than 8:00 a.m. on the third 
business day following the notification of intent to award a contract. Protests may be 
submitted by e-mail but must be followed by the document with an original signature.  
 
Proposers protesting this procurement shall follow the procedures described below. 
Protests that do not follow these procedures shall not be considered. This protest 
procedure constitutes the sole administrative remedy available to Proposals under this 
procurement.  
 
7.3.1 All protests must be in writing, addressed to the Procurement Specialist, and 
signed by the protesting party or an authorized Agent. The protest must state the RFP 
number, the grounds for the protest with specific facts and complete statements of the 
action(s) being protested. A description of the relief or corrective action being requested 
should also be included.  
 
7.3.2 Only protests stipulating an issue of fact concerning the following subjects shall 
be considered:  
• A matter of bias, discrimination or conflict of interest on the part of an evaluator;  
• Errors in computing the score;  
• Non-compliance with procedures described in the RFP document or Sno-Isle 

Libraries’ policy.  
 
7.3.3 Protests not based on procedural matters will not be considered. Protests will be 
rejected as without merit if they address issues such as: (1) an evaluator’s professional 
judgment on the quality of a proposal, or (2) Sno-Isle Libraries’ assessment of its own 
and/or other agencies’ needs or requirements.  
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Upon receipt of a protest, a protest review will be held by Sno-Isle Libraries. Sno-Isle 
Libraries’ Executive Director or an employee appointed by the Executive Director who 
was not involved in the procurement, will consider the record and all available facts and 
issue a decision within five (5) business days of receipt of the protest. If additional time 
is required, the protesting party will be notified of the delay.  
 
In the event a protest may affect the interest of another Proposer that also submitted a 
proposal, such Proposer will be given an opportunity to submit its views and any 
relevant information on the protest to the Procurement Specialist.  
 
The final determination of the protest as rendered by the Sno-Isle Libraries’ Executive 
Director or employee appointed by the Executive Director shall:  
 
7.3.4 Find the protest lacking in merit and uphold Sno-Isle Libraries’ action; or  
 
7.3.5 Find only technical or harmless errors in Sno-Isle Libraries’ acquisition process 
and determine Sno-Isle Libraries to be in substantial compliance and reject the protest; 
or  
 
7.3.6 Find merit in the protest and provide Sno-Isle Libraries options which may 
include:  
• Correct the errors and re-evaluate all proposals, and/or  
• Re-issue the solicitation document and begin a new process,  
• Make other findings and determine other courses of action as appropriate.  
 
If Sno-Isle Libraries determines that the protest is without merit, Sno-Isle Libraries may 
enter into a contract with the apparent successful proposer. If the protest is determined 
to have merit, one of the alternatives noted in the preceding paragraph will be taken. 
 
7.4  PROPRIETARY INFORMATION/PUBLIC DISCLOSURE  
 
All proposals received shall become the property of Sno-Isle Libraries and remain 
confidential until a contract, if any, resulting from this request is signed by the Director of 
Strategic Services. After a contract is signed, all Proposals received shall be deemed 
public records as defined in Chapter 42.56 of the Revised Code of Washington (RCW). 
Any information contained in the Proposal that is proprietary must be clearly marked or 
designated as “confidential” in order to be excluded from public records request 
responses. Only information designated under current state law statutes as appropriate 
for exclusion from public records exposure may be marked and treated as confidential. 
 
7.5  ACCEPTANCE PERIOD 
 
Proposals must provide 60 days for acceptance by Sno-Isle Libraries from the Proposal 
due date.  
 

8.  TERMS AND CONDITIONS  
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The successful proposer will be required to sign a Contract with Sno-Isle Libraries. Sno-
Isle Libraries will not sign any company’s services agreement, contract or any other 
form of agreement. Sno-Isle Libraries reserves the right to extract certain language from 
a company’s agreement and incorporate it into a Library contract, if mutually agreeable 
to both parties.  
 
Sno-Isle Libraries will retain all rights to the finished product and all electronic, audio 
and/or graphic files including project files.  
 
The proposer, by submitting a response to this RFP, waives all right to protest or seek 
any legal remedies whatsoever regarding any aspect of this RFP. 
 
Sno-Isle Libraries reserves the right to negotiate with the selected proposer the exact 
terms and conditions of the contract agreement.  
 
Sno-Isle Libraries is under no obligation to award this project to the proposer offering 
the overall lowest fee or contract terms. Evaluation criteria, included in this document, 
shall be used in evaluating Proposals.  
 
8.1  INSURANCE COVERAGE 
 
The Vendor is to furnish Sno-lsle Libraries with certificates of insurance executed by a 
duly authorized representative of each insurer, showing compliance with the insurance 
requirements set forth below. 
 
The Vendor shall, at its own expense, obtain and keep in force insurance coverage 
which shall be maintained in full force and effect during the term of the Contract. The 
Vendor shall furnish evidence in the form of a Certificate of Insurance that insurance is 
in force, and a copy shall be forwarded to Sno-lsle Libraries within ten (10) days of the 
Contract effective date. 
 
8.1.1 Commercial General Liability Insurance 
 
Vendor shall procure and keep in force during the term of this Contract Commercial 
General Liability (CGL) insurance on an occurrence basis in an amount not less than 
$1,000,000 per occurrence and at least $2,000,000 in the annual aggregate, including 
but not limited to premises/operations (including off-site operations), blanket contractual 
liability and broad form property damage. Prior to the Vendor performing any work 
under this Contract, Vendor shall provide Sno-lsle with a Certificate of Insurance 
evidencing the insurance required and, by endorsement to the Vendor's liability policy 
(policies), naming Sno-lsle Libraries, its officers, employees and agents as Additional 
Insureds. 
Additionally, the Vendor is responsible for ensuring that any subcontractors provide 
adequate insurance coverage for the activities arising out of subcontracts. 
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The Vendor agrees to repair and replace all property of Sno-lsle Libraries and all 
property of others damaged by itself, its employees, and subcontractors, and agents. 
 
It is understood that the whole of the work under this Contract is to be done at the 
Vendor's risk and that he or she has familiarized himself/herself with the conditions and 
other contingencies likely to affect the work and has made his bid accordingly and that 
he or she is to assume the responsibility and risk of all loss or damage to materials or 
work which may arise from any cause whatsoever prior to completion. 
 
Sno-Isle Libraries reserves and retains its rights of subrogation. 
 
8.2  HOLD HARMLESS AND INDEMNIFICATION 
 
The Vendor shall defend, indemnify and save harmless Sno-lsle Libraries, its officers, 
employees and agents from any and every claim and risk, including suits or 
proceedings for patent, trademark, copyright or franchise infringements, and all losses, 
damages, demands, suits, judgments and attorney fees, and other expenses of any 
kind, on account of all property damages of any kind, whether tangible or intangible, 
including loss of use resulting there from, in connection with the work performed under 
this Contract, or caused or occasioned in whole or in part by reason of the presence of 
the Vendor or its subcontractors, or their property, employees or agents, upon or in 
proximity to the property of Sno-lsle Libraries, or any other property upon which the 
Vendor is performing any work called for or in connection with this Contract, except only 
of those losses resulting solely from the negligence of Sno-lsle Libraries, it officers, 
employees and agents. 
 
Should a court of competent jurisdiction determine that this agreement is subject to 
RCW 4.24.115, then in the event of liability for damages arising out of bodily injury to 
persons or damages to property caused by or resulting from the concurrent negligence 
of the Vendor and Sno-lsle Libraries, its members, officers, employees and agents, the 
Vendor's liability hereunder shall be only to the extent of the Vendor's negligence. It is 
further specifically and expressly understood that the indemnification provided herein 
constitutes Vendor’s waiver of immunity under industrial insurance, Title 51 RCW, solely 
for the purpose of the indemnification.  This waiver has been mutually negotiated by the 
parties. 
 
If a lawsuit in respect to this hold harmless provision ensues, the Vendor shall appear 
and defend that lawsuit at its own cost and expense, and if judgment is rendered or 
settlement made requiring payment of damages by Sno-lsle Libraries, its officers, 
employees, agents and volunteers, the Vendor shall pay the same. 
 
Thank you for considering this RFP and for the efforts you may undertake to submit a 
proposal. 
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9. ATTACHMENTS  

 

• ATTACHMENT A: RFP Submittal Form – Marketing, Creative & Print Project 
Management Software 

• ATTACHMENT B: Certifications & Assurances Form 
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SNO-ISLE LIBRARIES’ RFP SUBMITTAL FORM | ATTACHMENT A 

MARKETING, CREATIVE & PRINT PROJECT MANAGEMENT SOFTWARE 

Company Name:   

Authorized Contact:   

Phone:   

Email:   

   
Please indicate your company’s capacity to deliver the services and meet needs listed below: 
Section 1: Front-end user/client experience 
Section 2: Admin user/Communications Team experience 
Section 3: Proofing Process 
Section 4: Support and System  

Ref 
No. 

Function Yes No Notes 

1.1 Cart-based interface    

1.2 Items available for ordering contain 
images/zoom in 

   

1.3 Submit orders/requests without 
payment/cost hidden 

   

1.4 Automation of orders/requests into the 
workflow system 

   

1.5 Dedicated client portal/dashboard    

1.6 Ability to look at past orders/requests and 
re-order/clone 

   

1.7 Multiple user access levels / permissions    

1.8 Sno-Isle Libraries branding    

1.9 Ability to see the status of a job request    

1.10 Notification of status updates    

1.11 Orders/requests accept uploads / 
attachments 

   

1.12 Order/request process guidance    

1.13 Calendaring / Automatic Deadline setting 
and manual override option 

   

1.14 Order/Request prioritization (e.g. low, 
medium, high, urgent) 

   

1.15 Marketing Campaign / Kit / Bundle 
request/order capability 

   

2.1 Multiple user access levels / permissions    

2.2 Dashboard with multiple viewing, 
reporting and job-tracking options 

   

2.3 Autosave    

2.4 Change type/location of order/request 
type without starting over 
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2.5 Multiple parameter order search and 
filters 

   

2.6 Assign orders to multiple assignees    

2.7 Collection of contact information (e.g. 
name, location, phone, email) 

   

2.8 Memo/notes field and custom fields    

2.9 Custom workflow per order/request type    

2.10 Automated assignment / workflow based 
on order input 

   

2.11 Automated order tracking number / 
identifier (unique ID) 

   

2.12 Ability to track vendors, costs, time spent, 
and collaborative work 

   

2.13 Approval workflow with admin and front-
end user in-platform 

   

2.14 Marketing campaign planning    

2.15 Comments/collaboration in-platform (@ 
mentions) 

   

2.16 Custom reports    

2.17 Custom in-platform and email 
notifications 

   

2.18 Custom dynamic request/order forms    

2.19 Custom statuses    

3.1 In-platform proofing/comment/approval 
graphics: JPG, PNG, PDF, or CC Native, 
etc. 

   

3.2 In-platform proofing/comment/approval 
for dynamic emails (preview embedded, 
not in Word) 

   

3.3 In-platform proofing/comment/approval 
for web pages (preview embedded) 

   

3.4 In-platform proofing/comment/approval 
for videos 

   

3.5 Live markup of proof in-platform    

3.6 Automated reminder of deadlines for 
proofing and delivery date 

   

3.7 Proof version control    

4.1 Cloud-based software    

4.2 Responsive design - all browsers, tablets, 
mobile, etc. 

   

4.3 Mobile App for iOS and Android    

4.4 Phone, chat, web, and customer 
community support option available 8am-
5pm PST, M-F 

   

4.5 Defined support response time    

4.6 Initial setup support and implementation    
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4.7 Meets Sno-Isle Libraries security 
requirements (e.g. HECVAT criteria) 

   

4.8 Meets Sno-Isle Libraries Terms and 
Conditions 

   

4.9 Multiple levels of user access/permissions    

4.10 Unlimited Storage Capacity    

4.11 Backup guarantee    

4.12 Ability to create support portal accounts 
as needed (for IT assistance) 

   

4.13 Integration with Adobe Creative Cloud    

4.14 Integration with Teams/SharePoint/Office 
365 especially global search. 

   

4.15 Meets Sno-Isle Libraries Service Provider 
Terms and Conditions 

   

4.16 Single Sign On (SSO) - Authenticating 
using operating system’s authenticated 
user or via SAML. (Azure AD) 
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CERTIFICATIONS AND ASSURANCES | ATTACHMENT B 
 
I/we make the following certifications and assurances as a required element of the proposal to 
which it is attached, understanding that the truthfulness of the facts affirmed here and the 
continuing compliance with these requirements are conditions precedent to the award or 
continuation of the related contract:  
 
1) I/we declare that all answers and statements made in the proposal are true and correct.  

2) The prices and/or cost data have been determined independently, without consultation, 
communication, or agreement with others for the purpose of restricting competition. However, 
I/we may freely join with other persons or organizations for the purpose of presenting a single 
proposal.  

3) The attached proposal is a firm offer for a period of 60 days following receipt, and it may be 
accepted by Sno-Isle Libraries without further negotiation (except where obviously required by 
lack of certainty in key terms) at any time within the 60-day period.  

4) In preparing this proposal, I/we have not been assisted by any current or former employee of 
Sno-Isle Libraries whose duties relate (or did relate) to this proposal or prospective contract, 
and who was assisting in other than his or her official, public capacity. If there are exceptions to 
these assurances, I/we have described them in full detail on a separate page attached to this 
document.  

5) I/we understand that Sno-Isle Libraries will not reimburse me/us for any costs incurred in the 
preparation of this proposal. All proposals become the property of Sno-Isle Libraries, and I/we 
claim no proprietary right to the ideas, writings, items, or samples, unless so stated in this 
proposal.  

6) Unless otherwise required by law, the prices and/or cost data which have been submitted 
have not been knowingly disclosed by the Proposer and will not knowingly be disclosed by 
him/her prior to opening, directly or indirectly, to any other Proposer or to any competitor.  

7) I/we agree that submission of the attached proposal constitutes acceptance of the solicitation 
contents and general terms and conditions. If there are any exceptions to these terms, I/we 
have described those exceptions in detail on a page attached to this document.  

8) No attempt has been made or will be made by the Proposer to induce any other person or 
firm to submit or not to submit a proposal for the purpose of restricting competition.  

9) I/we grant Sno-Isle Libraries the right to contact references and other, who may have 
pertinent information regarding the ability of the Contractor and the lead staff person to perform 
the services contemplated by this Request.  
 
On behalf of the Contractor submitting this proposal, my name below attests to the accuracy of 
the above statement.  
 
_______________________________________________  
Signature of Proposer / Date 
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