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Your company name
Request for Proposal

Website design and build

Date: 23/10/2020

Your contact details:
Name:

Telephone:

Email:

Address/Location:

Project outline
If you have a current website address, please add it here. Otherwise state that it is a brand-new website.
Business Snapshot

What is the name of your Company/Business/Service? How is it structured? What are you selling? What products and services do you offer? What makes the cash register ring?
What is next for your business?

It is important for us to understand where your business would like to get to next, and how this website will help you achieve it. This could be answered with your business Vision Statement or your North Star Metric. If you do not have or know these, just tell us in simple terms, where you are heading as a business. 
Current website

And tell us a bit about its:

· Age and history?
· What jobs does it do well?
· What you don’t like about it?
· Does it use a Content Management System (CMS)? And if so, which one, and is it any good?
· Where the website is currently hosted?
· Any specific functionality or integrations with other system?
What are the business objectives of this website?

This is your opportunity to say why you need a website and what it should achieve. The more information you give us, the better the solution we will be able to provide. What does this website need to do for your business?

What are the measurements of success for this website?

Think about KPIs that you can report back to the business to prove ROI and performance. Don’t just consider hard number based KPIs though. Think about soft KPIs too, speeding up the time it takes to update a post or launch a campaign landing page. Imagine you are reporting on your continually successful website, one year after its launch, what would that report include?
Scope

Use this section to describe what is in scope, or out of scope. For example, you may have an intranet, or a micro-site that is not part of this project. Or you may have an internal IT team that needs to be involved in the set-up. This is a catch-all area for things that you know today. We would work with you to expand on this, but please list everything you can.
Scale

The approximate number of pages is helpful, a listed sitemap would be even better. Or you may have 100+ blog articles that need to be migrated over. Please list all the things that could affect the scale of the project and therefore the budget.
Accreditation and Certification
Does your perfect agency need to have any accreditation or certification? For example, CyberEssentials for IT security, and ISO9001 for Quality Assurance are worth requesting for a quality Public Sector or B2B website.

Functionality

What does the website need to do in terms of functionality and interactivity? For example, forms linked to databases, CRM systems, geo-location maps, etc. Use plain English to describe each piece of functionality. 
1. For your customers/users – what actions and activity can they do?

2. For the business – connectivity, organising, security, etc?

3. For your marketing team – reporting, CMS editing, campaigns, etc?

Accessibility
Does your website need to hit any accessibility standards? Do you have any users on unusual browsers or devices? A normal website from Rouge will hit the A (single-A) rating, as standard. In most cases we will deliver a site with AA (double-A) rating with minimal extra cost, it just takes a bit more set-up and testing. Public Sector sites in the UK now have to hit a AA rating, but this is not necessary for most B2B sites. It is just a good thing to do.
Your customers

Give us an outline description of your audience. We only need to know the following for now, for each customer type:

	
	Job role/title/position
	What do they want on your site
	What do you want them to do (actions)

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	


Do your competitors have websites?

Tell us about your competitors. Who else is competing for the attention of your ideal customer and what are they doing that you think is working?

	
	URL
	Your thoughts on each competitor website

	1
	
	

	2
	
	

	3
	
	

	4
	
	


Who are the decision makers for this project?
Please give us an outline of who will be involved in this project and who will be signing things off. Knowing this helps us shape the project flow to fit your business structure. 

Your budget targets
What budget have you allocated for this project? If you can’t give an exact value, give a price range.

Initial response requirements

Tell us what you would like back as a response to this document. You may only want an outline cost, or you may want a full proposal, followed by a pitch. You may not want a big presentation, just the hard facts. Consider what you need to help you choose your agency. This enables you to compare apples with apples when you receive other agencies’ proposals.
Additional Comments

Add anything else you can think of. Every job, every customer, every brief is unique.
Dates and deadlines

It is helpful to include some of the following:
· Deadlines for questions and clarifications

· Date for submission of RFP
· Date for shortlisting
· Date for face-to-face meeting of chosen agency

· Target date for launch of the website

· Any key dates within the project
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