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Request for Proposal – [Your Company] Website Redesign
[bookmark: _GoBack]Introduction
[Your Company] has initiated a Request for Proposals (RFP) process to identify a vendor qualified to plan, design, and develop a new website for [your URL]. [Your Company]’s website is the primary communication vehicle to existing and prospective clients, partners, job applicants, staff and the general public.
[Your Company] seeks a vendor who has demonstrated experience in defining strategy and executing website projects and expertise utilizing best practices for website design, development and deployment. In addition, this vendor should either provide development resources or have established relationships with other vendors who can implement and deploy the strategy and design.
If your organization is interested in submitting a proposal based on the RFP guidelines outlined on the following pages, [Your Company] requests submission by [Date]. Questions can be addressed to [Name] at [phone number] or [email].
Background of [Your Company]
Share a description of your history and roadmap for the future.
Coaching: These first two sections are your project overview, your ‘grounding’ for your prospective bidders. Give some thought to what’s most important in a partner, what experience you prefer, and a high-level statement of your objectives. Share some information about your organization, its history, and short and long-term goals. Be sure to include what role the website has played in the past and what your aspirations are for it in the future. 
Website Project Description
State your goals with the project. For instance: 
[Your Company] aims to deliver new content and functionality that result in a dynamic, educational and interactive experience for our users. The new site must reflect our experience, events, products, services and other organization advantages. The new site must incorporate multi-media capabilities, connecting with users in real-time with rich content and resources that will provide up-to-date information and position the organization as a thought leader and partner. The site must be easy to navigate for users and easy to manage for site administrators.
Audience
While our website will have many different types of visitors, the primary audience the website should focus on includes:
Choose from customers (current and prospective), job seekers, sponsorship opportunities, media and the general public. Prioritize if applicable.
Coaching: These items can be hard to articulate, and it is helpful to first explore the different audiences that use the site, and put them in order of priority. Be sure to incorporate a ‘user-focused’ approach to exploring content to serve those audiences. For example; What do prospective and current clients need to learn on our site to drive leads and sales? Content should include; easy-to-find search tools to help find product information, benefits and testimonials, as well as valuable resources strong calls to action. Look to your peers for best practices or effective strategies and review your own web traffic reports to see what content is most frequently accessed. Surveys of users and site visitors are also very valuable. If you don’t feel clear about every one of your objectives, then you might seek a partner that will help you to further explore and define project objectives as part of the project scope. 
Special Areas of Focus
Include the critical areas of focus for your organization’s goals and objectives. Below is a sample of focus areas:
· Redesign the site architecture and navigation by reorganizing the content to focus on key strategic audiences, using best practices for information design and usability;
· Enhance the site’s visual look and feel by incorporating a clean and modern look and feel;
· Deliver targeted content to users based upon audience type or sector:
· Optimize the user experience for mobile visitors by designing and developing the new site using Responsive Design Techniques;
· Improve administrative efficiency and enable efficient content management with powerful and easy-to-use tools that will speed site and content maintenance;
· Integrate tightly with third-party CRM systems (e.g. Salesforce, Marketo, Pardot, etc…);
· Incorporate appropriate social media tie-ins to allow users to share information to friends and followers on the site through their social media networks, including Facebook and LinkedIn; 
· Improve administrative efficiency by developing the site on a CMS.
Coaching: This is more granular, into specific features and functionality that you desire. Be open to input on scope, functionality, and features suggested by your development partner too.
Site Considerations
Design
The website should maintain a professional look, but also feel inviting to customers and the general public. Full color images, video, and other rich media should be incorporated into the design, especially on the homepage. The new website will use [Your Company] branding and include [Your Company] corporate identity elements (i.e. logo, colors, fonts, and others created/designed by staff).
Coaching: Some organizations use the development of their sites as an opportunity to update or refresh elements of their branding and style including logos, colors, typography, and related items. If you are interested in refreshing your brand than be sure to screen for agencies that have demonstrated experience in branding, design and corporate identity. In general, it’s important that your website align closely with the main building blocks of your visual identity and style, and present a consistent experience to users throughout their interactions with you. If you have another partner that helps your organization with these items, consider defining an advisory role for them to communicate and provide the main elements of branding and style to your web development partner. 
Technical Requirements
[Your Company] requires tools tool to manage content/information such as [Sample items: press releases, event information, resources, news items and blogs.]
The website currently uses the [identify your current content management system (CMS) if available]. [Your Company] is/isn’t willing to consider other CMS solutions for the website redesign. 
Please share what operating system and database you propose and any other hosting requirements.
The website must integrate with [list external services if applicable, including broadcast email services, social media, web traffic analytics tools, etc.]
Coaching: This is easily overlooked, but it’s likely that there are several third-party services, tools or internal business processes and systems that are currently integrated with your website that need to be preserved or migrated. Examples include; customer relationship management tools like Salesforce, public relations partners, HR or recruitment partners, broadcast email services, press release services, and web traffic reporting tools. Audit the current site and see what you can identify and make sure they are accounted for. 
Other important technical requirements to identify include any specific requirements for web hosting and the technologies used to develop the site. This includes content management systems (CMS). In some cases internal IT teams have investments in servers, services and infrastructure that must be utilized as a matter of policy or economy. IT is often a stakeholder, and their requirements and cooperation are crucial for a smooth project. Be certain to consult them at the inception of your RFP project to explore any requirements or limitations. 
Conversely, you need to know from the vendors what technologies they intend to use to develop the site, what the specific hosting requirements or costs are, and what if any ongoing licensing or maintenance fees will be required to operate or maintain the site and the CMS. Business continuity is important – will you be given a copy of the site source upon launch in case there is discontinuity with the developer? Can you extend, modify or move the code? Is it documented and developed to standards compliance?
Finally, consider mobile users, and make certain that the site performs perfectly on smartphones and tablets, and is ‘machine readable’ for sight impaired visitors, search engines and translation tools. 
Content
Existing site content will need to be migrated to the new site. Additionally, [Your Company] would like to use this opportunity to identify content that needs to be updated or rewritten for the web. [Please include the option for content editing services if provided by your organization] or [Your Company will provide all written copy, photos, video and an initial content outline to work from.]
Coaching: Simply put, there has never been a great website that didn’t have great content, and often this is the most overlooked consideration in exploring and defining these projects. As such, this is also the element that most frequently delays launch, and impacts budgets. A professional writer/content wrangler is pretty much a must-have for a large project like this. Even if the plan is to repurpose much of the existing content, every word must be reviewed and edited for style, consistency, and accuracy. The collection, creation, revision and approval of new site content should have its own separate project manager. 
Content also includes other site elements including photography, illustration, infographics and video, and the very best sites use all of these items for maximum effect. Content needs its own project plan, deadlines and budget, and a professional manager that is directly empowered by the senior project sponsor to get things done. If you need help with content then it should be included in your RFP, but if not, you should identify where the content is coming from and who is the manager of that sub process. 
Organizational Support
[Project Manager] is project manager for the website redesign. [IT Manager] is [Your Company]’s website administrator. In addition, this project has the support of the organization’s senior leadership. A team has been formed to make project decisions regarding budget, requirements, and timeline. [Project Manager] is the project liaison to this team.
Coaching: Many organizations are consensus-driven in their decision-making process for many good reasons, but design-by-committee is a significant risk point for a web project in order to hit the deadline and the budget. Keep your working group small and empowered by a senior stakeholder that can protect the project team from undue interference, however well intentioned. Solicit specific input and feedback at defined points, and let your development partner guide you in this respect. Resist the urge to ‘socialize’ designs and concepts before launch to people outside the team that are not fully informed of the project goals and requirements. Conversely, it’s important to identify and include several key constituencies within your firm during the planning process in addition to your senior leadership to make certain their input is factored, including IT, Business Development, HR and Marketing.
Project Timeline
[Your Company] is eager to launch the site and is targeting a site launch for [4-6 months’ post date of Vendor Selection]. Your proposal should outline milestones to reach this date. [If targeting a certain date, include the reason why the site is aimed to launched for that time, such as a launch of marketing campaign, event or another initiative.]
Coaching: It’s important to be realistic with respect to timeframe, and the larger your organization is, the longer it’s going to take to carefully plan and then execute a new website. 45-60 days at the outset for strategy and planning is time well spent. Once the site architecture, strategy, and content requirements are defined, several things can happen concurrently, most importantly the kickoff of the content development work. 4-6 months sounds like a lot of time, but that’s actually a pretty brisk pace and will require a lot of time and resources (and the scheduling thereof) internally to execute. Set your deadlines after a realistic assessment of the resources available to the team and their workloads and be certain to set interim deadlines, review points and weekly status calls and meetings. 
Project Fees
Please propose a fee schedule for work completion. Budget is TBD, however please note that we are looking in the [provide range]. If this is outside of your proposed range, please give specifics as to why.
Coaching: This is always a tricky spot, and there can be a wide range in the fees proposed by competing agencies. Many organizations shy away from announcing a budgetary range, out of fear that they may under or overshoot the appropriate range. There are no rules of thumb akin to ‘cost per page’ because there are so many variables for a professionally developed site, or more depending on what specific services are required. Examples of ‘add-on’ service that could push the budget higher include; integration with business systems, third-party tools, internal websites and services, content development, photography, and branding and design services. Ask your peers what their experience was, but also ask the web shops you contact for a ballpark range, once you’ve given them a broad sense of your desired scope and requirements. 


Vendor Expectations
Selection Schedule
Proposals must be received no later than 5:00 pm on [Date]. Thank you in advance for considering this project.
All proposals will be evaluated by [Your Company]. 3 finalists will be invited to present/discuss their proposals with the firm via in-person or web meeting depending upon geographic proximity. Final selection will be made after these presentations. [Dates below are for guidance on RFP schedule].
[April 20]		RFP available to vendors
[April 20 – May 7]	Opportunity for vendors to submit questions to [Your Company]
[May 11]		Proposals due to [Your Company]. Late submissions will not be accepted.
[May 11 – 29]		[Your Company] reviews proposals.
[June 1]			Notification of vendors regarding presentations
[June 11 – 15]		Vendor presentations
[June 18 – 22]		Vendor selection
[June 25]		Vendor notification of selection
Proposal Format
Outline what elements you expect the proposal to include, such as:
1) Detailed plan for meeting goals for website. Describe vision for the redesign of the site, including process for delivering designs and responding to feedback.
2) An outline and timeline for development and implementation.
3) Detailed description of capabilities of the CMS, if one is suggested.
4) Expectation of [Your Company], including any skills needed by staff to facilitate this project and technology considerations for implementation.
5) An estimated budget and payment terms and schedule.
6) Staff and structure involved in the website redesign.
7) At least three references from sources that can address how vendor has successfully executed similar projects.
Evaluation Criteria
Proposals will be evaluated on a qualitative basis considering prior experience, references and qualifications, understanding of work, and price. [Your Company] may, at its discretion, request additional information from any respondents as deemed necessary to clarify or negotiate modifications to the proposal.
Terms and Conditions
Outline what terms and conditions you wish to share, if applicable, such as:
1) All costs associated with the preparation and presentation of the proposal will be borne by participating vendors.
2) Proposals and their accompanying documentation will not be returned.
3) Bidder must disclose any relevant conflicts of interest and/or pending Lawsuits.
Request for Further Information
Please Contact: Provide full contact information to bidders. Example: John Smith, Marketing Director; (123) 456-7890 ext 11; jsmith@yourcompany.com.
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