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Brief & Project Requirements Template
Website redesign / creation

1. General information
· Company: [name]
· Project: [name / title]
· Main point of contact: [name, role]
· Contact details: [email, phone]

2. Company overview
· Business and value proposition: [to complete]
· Industry: [to complete]
· Size (headcount, revenue if relevant): [to complete]
· Market: [B2B / B2C - local / national / international]
· Main competitors: [names + website links]

3. Context for the redesign
Why this project, and why now?
☐  Outdated site (design, tech, CMS)
☐  No autonomy to edit content
☐  Poor performance (SEO, conversion, speed)
☐  Repositioning or rebrand
☐  Content gone stale, or an evolving offering / product
☐  Hiring needs
☐  Need to address new challenges (AI, GEO, etc.)
☐  Other: [to complete]

4. Objectives, in order of priority
Prioritize your quantitative and qualitative objectives:

1. [top-priority objective]
2. [secondary objective]
3. [tertiary objective]

5. Audiences and users
· Main audiences: [clients / investors / candidates / partners…]
· What they're looking for: [to complete]

6. Functional scope
· Preferred CMS / back office: [to complete]
· Multilingual: [yes / no — languages]
· Integrations: [CRM, ERP, ATS, marketing tools…]
· Key features: [forms, member area, booking…]
· Responsive, animations, CMP (cookies): [to specify]
· Domain name and hosting: [to specify]

[bookmark: _heading=h.9o0e0xo3twrr]7. Site structure and content
· Planned site structure: [diagram or page list]
· Volume (number of pages, content types): [to complete]
· Content production: [in-house / agency / mixed]
· Reusing existing content and SEO redirects: [to complete]

[bookmark: _heading=h.d7j6uqh324yk]8. Technical specifications
· Current environment: [to complete]
· Target environment / CMS chosen or to recommend: [to complete]
· Integrations and APIs: [to complete]
· Expected performance (speed, Core Web Vitals): [to complete]
· Accessibility, security, GDPR compliance: [to complete]
9. Inspirations
· Sites we like (and why): [links + reasons]
· Sites we dislike (and why): [links + reasons]
· References in or outside your industry: [links]

Site URL	Comment
	
	
	
	
	


10. Constraints
· Internal constraints (IT, legal, brand): [to complete]
· Guidelines to follow (visual identity, editorial tone): [to complete]
· Internal approval process: [to complete]

11. Budget and timeline
· Budget range: [to complete]
· Target go-live date: [date]
· Key deadlines / fixed milestones: [product launch, trade show, rebranding…]
12. Success criteria
· Indicators (KPIs): [to complete]
· Expected results at 3 / 6 / 12 months: [to complete]
· Qualitative criteria: [autonomy, scalability, satisfaction…]
[bookmark: _heading=h.sl2azzt548qt]13. RFP terms
· Response deadline: [date]
· Expected response format: [to complete]
· Point of contact for questions: [name, email]
· Selection criteria and weighting: [see grid below]
· Decision timeline: [to complete]



Appendix - Response scoring grid
Rate each agency from 1 to 5, then multiply by the weight.
	Criterion
	Weight
	Agency A
	Agency B
	Agency C

	Understanding of the need
	25%
	
	
	

	Methodology
	20%
	
	
	

	References and proof
	20%
	
	
	

	Budget and value for money
	15%
	
	
	

	Team and points of contact
	10%
	
	
	

	Relationship
	10%
	
	
	

	Weighted total
	100%
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