
1 
 

City Innovation Challenge:  
Shared Event Resource (SER) system 
Request for Proposal 
 

 
Date: January 10, 2020 
To:  Computer programmers and software engineers 
From: The City of Burlington 
Re: Developing a municipal internal resource database and user portal   
 
GENERAL INFORMATION & SCHEDULE: 
 

Issue date:    January 10, 2020 
Questions Due:  January 17, 2020, by 5:00 PM  
Submittals Due:   January 24, 2020 by 5:00 PM 
 
Inquiries/submissions to:  Diana Wood, Marketing & Outreach Manager 

Burlington Parks, Recreation & Waterfront  
dmwood@burlingtonvt.gov  

 
PROJECT DETAILS: 
The City of Burlington Vermont is seeking a consultant to adapt existing intranet software to 
accommodate a shared event resources (SER) database.  
 
The categories will include the following: 
 

1. ITEMS & EQUIPMENT: item name, item category, location of item, item description, owner, 
contact, current status (reserved/available), notes, etc.  

2. SPACES: building name, address, room name, capacity, hours, cost, amenities, notes, contact 
name & information, etc. 

3. VENDORS: specialty, business name, description, contact info, notes 
4. ACCESSIBILITY RESOURCES: organization name, service provided, languages interpreted, 

cost, contact name, contact information, etc.  
5. VOLUNTEER RESOURCES: organization name, contact name, contact information, url, etc. 
6. COMMUNITY PARTNERS: list of organizations and contact info for each 

 
City staff will create the data sets and provide information to be uploaded to the system. The 
ongoing database will be updated and amended by staff.  
 
ATTACHMENTS: 
A:  Example data sets 
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DELIVERABLE: 
 
Provide a custom Drupal 7 module, consistent in design with the stock “Bartik” theme. It should 
include all information from data fields, and allow for set up of specific users and permissions. The 
database should be searchable and sortable. The system should be intuitive and easy to use. 
 
Optional: proposal can include staff training to information managers on how to use the system to 
edit information on the site, add/delete items, make adjustments to future configurations. 

 
Exhibit 1: image of the City Intranet home page with indication of where the SER link could be. 

 
 

 
 
 

  

Link to the SER 
landing page 
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Exhibit 2: image of draft landing page with links to each of the databases 

 
 
MINIMUM QUALIFICATIONS REQUIRED: 

• Experience building flexible Drupal websites that can be easily modified by non-technical 
users.  

• Experience working with government and/or non-profit organizations. 
• Experience working with an organization in project development. 
• Demonstrated solid information architecture skills for organizing content in ways that are 

intuitive to the site visitor. 
• Proposed cost and the value of the work to be performed is within budget of $5,000. 
• References from Clients. 
• Quality of portfolio of projects 

 
QUOTE SUBMITTAL: 
Responses to this RFP should address how your firm would complete the required programming.  
Reponses must include the following:  

1. Qualifications  
a. Cover letter including statement of understanding & approach to this project; the 

statement should describe the applicant’s understanding of the project and the 
special skills, and collaborative approach. 
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b. Organizational Overview: A description of the applicant’s organization, years in 
existence, structure, composition, and qualifications.   

c. Proposed Project Team Members: Clearly indicate the applicant’s designated team 
leader for the project, as well as the specific individuals who will be assigned to the 
work, their primary role(s) on the project, and their respective expertise in such 
work.   

d. Partners: An explanation of any partnering arrangements that have been or will 
need to be made in order to complete the work. 

e. Specific Project Experience: Descriptions detailing completed, similar or relevant 
project experience that the applicant has executed.  Applicants are encouraged to 
include projects that involved members from the proposed project team. 

f. List of References: Provide a minimum of three client references with which the 
applicant has provided similar consulting services within the last five years. Include 
the name and telephone number of the contact person and a description of the role 
and services provided to that contact.  

 
2. Technical Proposal  

a. A detailed description of the proposed work and methods to be used, an explanation 
of any variances to the proposed scope of work as outlined in the RFP;  

b. A detailed work plan that includes: clear deliverables, milestones, and deadlines, as 
well as an overall time for completion; expectations of time required from City staff; 

c. Any other information deemed necessary to address the requests of this RFP 
 

3. Cost Proposal consisting of  composite schedule of direct labor hours by task; 
a. An itemized schedule of all expenses, including both labor and direct expenses, a 

summary of estimated labor hours by task that clearly identifies the project team 
members and the number of hours performed by each sub-contractor by task;  

b. A maximum budget amount inclusive of all fees and expenses specifying a fixed cost 
or time and materials basis. 

 
 
 
BACKGROUND:  
 
Many City of Burlington departments host events and participate in outreach efforts throughout the 
year, but lack a method to efficiently find the information they need about resources held across 
departments that could support their events and outreach. Departments such as BCA and BPRW 
regularly host events and therefore have the equipment and organizational know-how to complete 
the work as needed, but departments who do not regularly do this work may not have access to this 
knowledge. When such departments decide to organize events, staff often spend extra time 
researching information which other departments are already privy to and spend money buying or 
renting equipment that the City may already own. Departments do occasionally borrow from each 
other, but the additional challenge of finding the right person to contact, and to coordinate with, can 
be more trouble than it is worth. This lack of shared resources and information wastes the city’s 
staff time and money, and affects all city departments in some capacity, as reflected by the four 
departments represented within this proposal. 
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On a larger scale, the City is already working to create organized interdepartmental data sharing 
strategies to improve connection and communication (e.g. use of a shared dispatch system). To 
further bolster our ambition to become a more connected city, we need to ensure that our 
principles also apply to small-scale resources. The City Block Party and PAL Summer Camp (the 
joint camp between BCA, FFL, and BPRW) exemplify what can happen when departments pool their 
resources. This is why our group is proposing to create a shared event resources (SER) platform 
that would be accessible to all city staff.  
 
Every department has its own designated storage areas for equipment and materials, often 
unknown to other departments unless a staff member has been working with the city long enough 
to have learned of this “insider knowledge.” This reliance on “insider” or historical knowledge can 
be an obstacle for new hires, or seasonal staff who are tasked with organizing events. Even when 
staff members are aware of what might be available, there are rarely inventory systems in place 
that correctly track who has what resources and where they are. Because of this, items are often 
lost, misplaced, or simply forgotten. The current situation also does not allow for a process to 
record the condition of items or a method to report when equipment is damaged or needs 
maintenance. Finally, when items are borrowed interdepartmentally, it can be seen as a hassle 
because pick-up(s) and drop-off(s) have to be coordinated via cumbersome emails, which can be 
more work than it is worth for the department from which the items are being borrowed. 
 
The complication of sharing items also extends to include event spaces within the City, as well as 
outside resources. Because there are no shared lists which include space, vendor, equipment, 
accessibility, or volunteer data, staff often spend time researching this information despite the fact 
that someone else may have already done so. A properly managed list of venue resources would 
save time for city employees. Additionally, a shared list and resulting interdepartmental 
collaboration could lead to new ideas for uses of space across the City and be a tool for many city 
employees looking for meeting spaces. 
 
Our idea is inspired by the Fletcher Free Library’s existing digital lending infrastructure, which 
inherently serves to manage the sharing of items and spaces for public use. Conceptually, we would 
mirror their platform by developing an interdepartmental digital reservation and resource-sharing 
system specifically for city-use (called Shared Event Resources, or SER). The City’s existing Intranet 
Employee Portal has the capability to house such a system, and would save the time, effort, and cost 
of having to find a separate network. Additionally, using the Intranet to host SER would ideally 
increase its usage, further integrating the Employee Portal into departments’ daily use.  
 
The benefits of this SER system include time-saving for staff organizing events, detailed resource 
tracking, a more complete assessment & inventory of city assets, and a significant reduction of 
department purchasing duplicate items or renting items that the City already owns. By identifying 
meeting spaces, this tool will also allow employees to better understand the spaces potentially 
available to them when their usual spaces are unavailable. 
 
 
 
 


