[Company name] | Website maintenance RFP
REQUEST FOR PROPOSAL
[Your Company Name]
Website maintenance RFP
[One-line summary, e.g., “Seeking a partner to maintain, support, and continuously improve [Your URL].”]

	Prepared by
	[Name]

	Company
	[Company Name]

	Contact
	[Phone] |  [Email]

	Last updated
	[Date]



1. Introduction
[Your Company Name] is issuing this Request for Proposals (RFP) to find a partner qualified to maintain, support, and continuously improve our website, [Your URL].
We are looking for a partner who can combine day-to-day support with strategic guidance across user experience, design, development, platform, and hosting operations, search and AI visibility, analytics, and ongoing optimization. Respondents should have demonstrated experience working closely with internal teams and other partners and adjusting their support as business priorities change.
If your organization is interested in submitting a proposal based on the guidelines outlined in this RFP, please submit your response by [Date]. Questions can be directed to [Your Name] at [Your Phone Number] or [Your Email Address].
2. Company background
[Provide a brief overview of your organization (2–3 short paragraphs): what you do, your audiences, size and locations, major brands or divisions, and growth priorities. Explain what is prompting this search, such as a current contract ending, a recently launched site that needs ongoing support, limited internal capacity, or new business goals. Include a link to your current website and any brand or messaging guidelines vendors should review.]
3. Partnership goals
[Describe how your website is supported today and what isn’t working, such as slow turnaround on requests, a backlog of fixes, outdated platform or plugin versions, or little time for improvements beyond maintenance.]
We are looking for a partner who can work closely with our internal team, handle day-to-day needs, and take ownership of larger initiatives, from planning and design through development, launch, measurement, and ongoing improvement.
Our goals for this partnership are to:
· Keep the website secure, stable, and up-to-date
· Improve the customer experience across key journeys
· Increase qualified leads, sales, or other priority conversions
· Reduce technical debt and improve the speed and consistency of website updates
· Maintain a consistent brand experience across the website
· Improve visibility in search engines and AI-generated answers
· Use analytics and customer behavior data to guide improvements and report on results
· Keep the website aligned with current accessibility, performance, and digital best practices

[Add or remove goals as needed and number them in priority order.]
4. Website and technology overview
Our current website setup:
· Primary website and URL: [Insert]
· Additional websites or digital properties: [Insert, if applicable]
· Content management system (CMS): [Insert, including version if known]
· Hosting provider: [Insert, such as WP Engine, Pantheon, Acquia, AWS, or internal servers]
· Number of content editors: [Insert, and note whether you use roles, permissions, or approval workflows]
· Content types managed: [Such as pages, news, events, resources, blog posts, case studies, and team bios]
· Connected tools and integrations: [Such as forms, analytics, email marketing, CRM, marketing automation, search, or single sign-on]
· Development and testing environments, and how changes are published: [Insert]
· Primary internal owners and stakeholder groups: [Insert]
· Current website partners and their responsibilities: [Insert, if applicable]
· Known website issues or planned upgrades: [Insert]

[Your Company Name] [is/is not] open to recommendations on changes to our CMS, hosting, or connected tools. Proposals should note any recommendations and the reasoning behind them.
[List any hosting, security, or technology requirements set by your IT team. IT is often a key stakeholder, so we recommend involving them early to identify requirements or limitations.]
5. Audiences and key journeys
Our website serves the following audiences:
	Audience
	Priority
	What they come to the site for
	Key action we want them to take

	[Audience]
	[Primary]
	[Needs or questions]
	[Action]

	[Audience]
	[Primary]
	[Needs or questions]
	[Action]

	[Audience]
	[Secondary]
	[Needs or questions]
	[Action]



[Add or remove rows as needed. If you have personas or audience research, note that it will be shared with the selected partner.]
Vendors should describe how they have improved website experiences for different audiences and how they would use audience needs and business goals to guide ongoing recommendations.
6. Scope of services
The services below represent potential areas of support. Vendors should explain which services are included in their proposed engagement, which are available as needed, and which are outside their scope.
6.1 Digital strategy & guidance
· Website roadmap and initiative prioritization
· Recommendations to improve key customer journeys
· Guidance on user experience, conversions, and emerging technologies
· Regular consultation with our internal team and stakeholders
· Proactive recommendations based on website performance and business goals

6.2 User experience & design
· UX research and analysis
· Journey mapping, information architecture, and content organization
· Page layouts, wireframes, prototyping, and visual design
· Design of new pages, features, or components
· Accessibility and inclusive design

6.3 Website development & maintenance
· CMS updates and ongoing development
· Routine platform, plugin, and security updates
· Technical troubleshooting and defect resolution
· New features and functionality
· Support for integrations with other business tools
· Website speed, stability, and code improvements
· Technical debt reduction
· Testing and publishing changes

6.4 Measurement & optimization
· Analytics setup, monitoring, and reporting
· Conversion rate optimization (CRO)
· Experimentation and A/B testing
· Search engine optimization (SEO) and AI search visibility (AEO/GEO)
· Website performance and Core Web Vitals
· User behavior and funnel analysis
· Accessibility monitoring
· Recommendations informed by performance data

6.5 Ongoing coordination & support
· Tracking and prioritizing requests
· Sprint and release planning
· Quality assurance before changes go live
· Regular status meetings and reporting
· Documentation of website changes and processes
· Response procedures for urgent website issues
· Coordination with other partners, if applicable

7. Security, accessibility, technical requirements & AI
The website must meet WCAG 2.1 AA accessibility standards at a minimum (WCAG 2.2 AA preferred) so it is usable by all visitors, including people with disabilities. The selected partner must also support compliance with [GDPR, CCPA, HIPAA, or other relevant regulations].
Page speed should meet or exceed industry benchmarks, such as Google’s Core Web Vitals.
Vendors must also follow the requirements below. [Complete the items that apply and remove those that do not.]
· Security and privacy requirements: [Insert]
· CMS and platform requirements: [Insert]
· Hosting and infrastructure requirements: [Insert]
· Process for reviewing, approving, and publishing changes: [Insert]
· Browser and device support requirements: [Insert]
· Analytics, consent, and privacy tools: [Insert]
· Required integrations and APIs: [Insert]
· Website performance and uptime expectations: [Insert]
· Disaster recovery and business continuity expectations: [Insert]

Proposals should describe your approach to security updates, backups, uptime monitoring, and accessibility and performance testing.
Additionally, [Your Company Name] is open to vendors using AI tools where they improve quality or efficiency, with appropriate human oversight. Proposals should describe:
· Where and how you use AI in strategy, design, content, development, and testing
· How your team reviews AI-assisted work before it is delivered
· How you protect our confidential information, including which tools you use, whether our data is used to train AI models, and where data is stored
· How these requirements apply to subcontractors
[Note any restrictions set by your IT, legal, or compliance teams, such as approved AI tools or types of data that may not be entered into AI tools.]
8. Measuring success
Success metrics and business goals for this partnership will be defined with the selected partner during onboarding. To help vendors plan, we have outlined what matters to us and what we track today.
[List the metrics that matter most to your organization, such as leads or demo requests, conversion rate, organic search traffic, visibility in AI-generated answers, engagement with key content, page speed, uptime, accessibility, or request turnaround time.]
[Describe the tracking you have in place today, such as Google Analytics 4, Google Tag Manager, HubSpot, or your CRM, and note any gaps you are aware of.]
Please describe how you would establish baselines and recommend realistic goals, which service measures you would track (such as response and resolution times), and how you would report on results and use the findings to recommend improvements. Please share an example of results you have measured and reported for a past client.
9. Team and working model
Our team:
· Website administrators: [Number and roles]
· Internal marketing or digital team size: [Number, and the roles most involved with the website]
· Final decisionmaker(s): [Name, Title]
· The time our team can dedicate to the partnership: [Such as weekly check-ins, request review, or hours per week]

Please introduce the team you would assign to this engagement. Identify each person’s role, level of experience, location or time zone, expected involvement, and whether they would be dedicated to our account or shared across clients.
Please also describe how you would work with our team to manage ongoing website needs and larger initiatives, including:
· The primary point of contact and how senior strategic and technical oversight is maintained
· Expertise and capacity across strategy, design, development, and analytics
· How requests are submitted, prioritized, and tracked
· How you plan and manage work, including tickets or sprints where applicable
· How website changes are reviewed, tested, and published
· Recommended meeting and reporting schedules
· Communication channels and collaboration tools
· Escalation procedures and expected response times for urgent issues
· Collaboration with our internal teams and other partners, if applicable
· Which services your employees provide and whether you use external partners

Please explain how your team would scale up or down as our needs change, how you would bring in specialized expertise for larger initiatives, and how you maintain continuity when a team member is unavailable or leaves. Share an example of how you have adjusted your team to meet a client’s changing needs.
10. Transition & onboarding
Please describe your recommended transition and onboarding approach. Include a plan for the first 30, 60, and 90 days, if applicable. Address:
· Knowledge transfer from our team and current partners, if applicable
· Access to the website platform, hosting, analytics, and other relevant tools
· Review of the website, code, hosting setup, and existing documentation
· Assessment of website health, security, AI usage, and immediate risks
· Review of analytics, user experience, and key customer journeys
· Review of current requests, priorities, and planned projects
· Conversations with key stakeholders
· Documentation that should be created or updated
· Early opportunities to improve the website
· How you would establish communication, reporting, and a working cadence
11. Proactive improvement & innovation
The selected partner should do more than respond to incoming requests. Vendors should explain how they identify and recommend opportunities to improve the customer experience, conversions, website performance, accessibility, analytics, search and AI visibility, and the way the website is managed.
Please share at least one example of an opportunity your team identified proactively. Describe the recommendation, the work completed, and its impact on business results, customer experience, or team efficiency.
12. Relevant experience & references
Please provide two or three examples of ongoing website support partnerships. Examples involving websites and needs like ours will be most helpful. For each example, describe:
· The client’s website and goals
· The services your team provided
· How you worked with the client’s internal team
· How you leveraged AI to deliver value
· How the work changed as the client’s needs evolved
· Results related to website performance, customer experience, conversions, or team efficiency

Please also provide at least three client references who can speak to your team’s responsiveness, collaboration, recommendations, and quality of work.
13. Pricing and contract terms
Please provide a cost estimate and describe your pricing model (such as a monthly retainer, a block of hours, or time and materials), including:
· Monthly fee and the hours or services it covers
· Hourly rates for work beyond the monthly agreement
· Whether unused hours carry over
· One-time transition and onboarding costs
· Minimum contract term and notice requirements
· Payment terms
· Assumptions that affect your pricing

Our anticipated monthly budget range is [provide range]. If your recommended approach falls outside this range, please explain why. You may provide more than one pricing option if different levels of support would help us compare proposals.
[Sharing a budget range helps vendors propose the right level of support and makes proposals easier to compare. If you can’t share one, say so.]
Please list any costs outside your fees, such as CMS licenses, hosting, plugins, or third-party tools.
14. Selection timeline
Proposals must be received no later than 5:00 p.m. [Time zone] on [Date]. Please submit your proposal as a PDF to [email address or portal link].
All proposals will be evaluated by [Your Company Name]. [Number] finalists will be invited to present their proposals in person or by video. Final selection will be made after these presentations.
[Your Company Name] plans to begin working with the selected partner by [Date]. Please identify any information, access, or transition steps you would need before starting.
[The dates below are examples. Adjust them to fit your schedule.]
	Milestone
	Target Date

	RFP available to vendors
	[Date]

	Deadline for vendor questions
	[Date]

	Responses to vendor questions shared
	[Date]

	Proposals due. Late submissions will not be accepted.
	[Date]

	[Your Company Name] reviews proposals
	[Date range]

	Finalists notified
	[Date]

	Finalist presentations
	[Date range]

	Vendor selected and notified
	[Date]

	Contracting and onboarding begins
	[Date]



15. Proposal format
Please organize your proposal in the following order:
1. Executive summary and your understanding of our needs
2. Company overview, including size, locations, and years in business
3. Recommended services and approach to ongoing improvement
4. Proposed team, roles, and bios
5. Working model, including communication, request management, and how decisions are made
6. Transition and onboarding plan, including the first 30, 60, and 90 days
7. Approach to security, accessibility, search and AI visibility, and performance
8. How you will measure and report on success
9. An example of a proactive improvement and its results
10. Two or three relevant support partnerships with measurable results
11. Cost estimate, pricing model, and contract terms
12. Assumptions, dependencies, and what you will need from [Your Company Name]
13. Any recommended changes to the scope or structure described in this RFP
14. At least three client references for similar engagements

[Optional: set a page limit, such as 25 pages, to keep proposals focused.]
16. Evaluation criteria
Proposals will be evaluated using the criteria below. [Your Company Name] may request additional information from any respondent to clarify or negotiate modifications to a proposal.
	Evaluation area
	Example weight

	Understanding of our needs and proposed approach
	25%

	Relevant website support experience and results
	20%

	Strategy, design, development, search, and proactive improvement capabilities
	20%

	Proposed team, working model, and collaboration fit
	15%

	Cost and overall value
	20%



[Adjust the criteria and weights to reflect your priorities.]
17. Terms & conditions
· Vendors are responsible for all costs of preparing and presenting their proposals
· Vendors must disclose any actual or potential conflicts of interest and any pending lawsuits
· Proposals must remain valid for [Insert number] days after the submission deadline
· [Your Company Name] is not obligated to award a contract and may reject any or all proposals
· Information shared in this RFP is confidential and should be used only to prepare a proposal
· [Insert any data handling, insurance, or contract requirements]

[We recommend having your legal or procurement team review this section.]
18. Questions and contact information
Please direct questions regarding this RFP to:
[Name]
[Title]
[Company]
[Phone]
[Email]
All questions must be submitted by email by [Date]. Answers will be shared with all participating vendors. Please direct all communication about this RFP to the contact above.
Thank you in advance for considering this project.
