
Terms of References for ACVN Webdesign, Training on Content Management System and Consultancy Services 
1.
Introduction 

ACVN’ website has now been in existence  since 2006? The website http://www.acvn.vn/EngLish_New/HomePage.asp  has been recently improved but after the assessment of the project, a professional web designer and ACVN it became evident that a redesign and restructuring (based on the already improved structure) of the website is necessary to deliver timelier, accurate, value added and comprehensive content which uniquely establishes the Association of Vietnamese Cities as a forum for its over 90 member cities to cooperate, support, share and exchange experiences with each other on issues related to urban development and management.  
The redesign and restructuring of the Web shall be combined with the introduction of an effective, easily manageable content management system, which shall be introduced by the expert to selected ACVN staff members, responsible for uploading and updating information.
The website shall serve as a key tool for the exchange of ideas and experiences between officials/civil servants of the ACVN member municipalities and the consulting of them through ACVN staff, national Vietnamese experts and international experts. Further to documents, technical information and publications in Vietnamese language related to the thematic fields of the action it shall contain question and answer sections and thematic fora. 
After the end of the project the website will be a key tool for the sustainability of the results of the action as it will provide the possibility for ongoing communication and consultation activities between ACVN, its members and national experts as well as exchange of ideas and experiences between the ACVN members.

Therefore it is crucial that the four topics, which could be summarized under the thematic of “Urban Governance” :

1) Transparent Communication  and effective Public Administrative Services 

2) Improved Implementation of Grassroots Democracy Ordinance

3) Participatory Land Use Planning
4) Participatory detailed urban planning 

are highlighted on ACVN Webpage and that an effective interactive online  tool for  exchange of experiences and best practices  on the four thematic areas is in place. 
The cities should easily access information on the four topics, be able to communicate their own experiences on each of the four topics, be able to upload best practices in each of the four thematic fields.
The accessibility, the scope of this interactive tool should be agreed as soon as possible in a meeting between by the web designer, ACVN management and staff  and the project team in which the selected Web Designer shall offer several options. 
The interactive tool would ideally be used by the selected cities (civil servants, who attended the training courses) and  which are involved in the monitoring phase to integrate through the interactive tool of  ACVN website directly their own best practices (project will develop templates to be filled in online) through the  interactive tool. During the monitoring visits, which take place after the training course the project and the experts/trainers can introduce this interactive tool to the civil servants and teach the civil servants how to directly integrate best practices in a given template on ACVN webpage. 
To keep the access to these information secured it could be envisaged to put a member forum (with secured password) in place to limit access to members and involved experts. 

To undertake this work the project is desirous of engaging a Consulting Webmaster/Web designer to review and customize the enhance website, to introduce a Content Management System (CMS) , to train ACVN Staff to use the system and to maintain and manage the Website and to introduce an interactive tool with mainly two functions (external information input; member fora) 
2. Objective of the Consultancy

The objective is to develop a redesigned, restructured and interactive website for ACVN. 

3. Scope of Work 

The consultant undertakes to perform the Services with the highest standards of professional and ethical competence and integrity. The Consulting Webmaster/Web designer is required to:
3.01 
Consult with ACVN responsible staff and the project management Unit on the most appropriate site map and configuration (logical menu structure (based on the results which have been achieved so far) for a restructured website. While considering the fine-tuned configuration of the website, an agreement between the web designer and ACVN management on an interactive tool for the cities (f.ex. in form of a Member Area) for exchange of experiences and best practices shall be explored and implemented

3.02 Conceptualize and redesign website based on the approved configuration and structure. The website must be designed to be dynamic and interactive.


· Content: Content will be developed in close consultation and with input from ACVN

· Usability: The site should be User Friendly, with the interface and navigation simple and reliable and the website and its content quick to access

· Appearance: The graphics and text should be consistent throughout the website. The styles used should be professional, appealing and relevant, in order to encourage stakeholders and others to access and use the site. The site should have pictures, different size and colour fonts that are applicable to the various pages and consistant with the style of the overall site.

· Visibility and Accessibility: The site should have high visibility and be easy to find via all major search engines.

· Compatibility: The website must adhere to xhtml standards and proper CSS coding standards to facilitate cross browser compatibility. The website must be compatible with all major web browsers.

The consultant must also take into account:

· Positive user experience – the purpose of the website and its target audience

· Aesthetically pleasing design – including design and applications used by similar Associations of Cities in other Countries and the Use of graphics and color (logos, photographs) to create an attractive design

· Latest website trends, formats and customizations

· Exchanging links with other web sites

· Clear navigation and fast uploading pages including the use of clear and descriptive page titles that ensure that the pages appear on major search engines and encourage people to access them

· Diversity of Website Users

3.03 Install an appropriate  Content Management System (CMS) which would have a user friendly interface for non Webmasters to update the site 

3.04 Provide a manual for project staff to use the introduced CMS

3.05 Train selected IT/Project Staff in updating and maintaining website as appropriate

3.06 Agree with ACVN on the type of interactive tool for the ACVN Member Cities to exchange experiences and add/ Upload Best Practice Example and a forum for discussion on   best practices in the four project related thematic fields
4. 
Results and Deliverables 

The consultant will provide:

4.01 A restructured and redesigned (based on existing designs) ACVN Website and sitemap which includes an interactive tool 

4.02 A website which integrates email, file and SQL services

4.03 Comprehensive User Manual with easy understandable guidance on the tools and applications of  the introduced content management System

4.04 1 day in depth Training on the Content Management System for Selected ACVN Staff 
4.05 Realistic Package of hours consultancy services once the project staff has been trained on the CMS

4.06 Recommendations for sustaining integrity of website

5. 
Inputs from the Association of Cities of Vietnam and the Project Team

5.01 Project Team will if necessary  facilitate regular meetings between the ACVN Staff and the consultant
5.02 ACVN prepares all the necessary contents relevant for the website in two languages
5.03 ACVN will provide all the necessary technical information on the server 

5.04 ACVN responsible staff will be in charge of giving continuous and in time feedback to questions which might be raised by the consultant 

5.05 ACVN responsible staff during the period of contract will report in a weekly basis on the achievements and results of the cooperation to the project 

6.
Consultant Requirements

Qualification and Experience

6.1
Certification in Web Technologies or Web Programming and or at least 03 years of work experience in website construction and maintenance

6.2
Proven Experience in design high quality, creative websites in a timely manner, as evidenced by a portfolio of sites developed.
Knowledge and Skills
6.3
Demonstrable technical proficiency in relation to emerging Internet Trends, Technology and Tools
6.4
Good Knowledge of Programming languages such as PHP, MySQL Java, Servlets, XML, Xhtml, Java Script and Perl. Knowledge of Flash would nbe an asset

6.5
Proficiency with key software and tools, such as the following: Dream Weaver, Frontpage, Flash, Fireworks, Freehand, Adobe Illustrator CS2 and Photoshop

6.6
Basic Networking Knowledge including some proficiency in the use of various Web Protcols and in different networking and internetworking concepts

6.7
Strong communication, documentation and presentation skills

6.8
An awareness of the ACVN Agency Missions and Strategy is required

7. 
Duration

Work is expected to start immediately after the contract has been signed and should be finished by 30th of August 2010.

The consultant may be an individual or company and should be able to assume duties by July 15th 2010. The consultancy is scheduled for 06 weeks.

A technical and financial proposal based on the TOR outlined above must be provided by no later than close of business on July 08th 2010.

The proposal must include a full CV for each member of the proposed person/team. Further information may be obtained from Ms Thuy (tthuybs@yahoo.com) or Mr Thang (hanoi1802@gmail.com) from ACVN or from the project side Mr. Denis  Schrey (denis.shcrey@kas-acvn-project.vn). 

Please send applications to the address below:

Attention: Denis Schrey, Project Co-Manager, KAS-ACVN Project, RE: Redesign of ACVN Website

KAS-ACVN Project 37 Hong Phuc Street, Ba Dinh, Hanoi, Tel: 0084 4 3 927 5278, Fax: 0084-4-3 9275277, email: denis.schrey@kas-acvn-project.vn
