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New Web Site 

RFP Template

This document is being availed as a helpful tool for devising a Request for Proposal (RFP), specifically for use when shopping a Web site development project. This user-friendly template will guide you, step-by-step, through the process of identifying and outlining information a Web site design firm will need to accurately estimate Web site development project costs.  

Comments and explanations have been provided in italicized blue type with specific examples provided in red type.  

Kern Communications hereby grants permission for any and all visitors to the www.kerncomm.com Web site to download and save this file to disk, and to personalize the document by replacing the blue and red text with the specific information that is relative to each user’s personal project(s) and/or making any other edits deemed necessary.

If your company would like Kern Communications to develop a RFP on its behalf and/or help your company with the RFP evaluation and design firm selection process, please contact us at emarketingpro@kerncomm.com.
Company Name

Contact Person, Title

Address 1


Phone Number

Address 2


Fax Number

City, State, Zip


E-mail Address

Web Site Request for Proposal

REVISION CONTROL:

(The purpose of the REVISION CONTROL section is to track changes made to the document as it evolves, as well as to identify who has made each change if this document is being devised and/or approved by a committee)

	Rev.
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	Responsible
	Comments
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	· First Draft
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	 Jane Doe 
	· Second Draft/ Section #3 Revised 
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OBJECTIVE

(The purpose of the OBJECTIVE section is to clearly define, in brief, what end-result(s) you would like to accomplish with a Web site.  Are you looking to simply educate the market on your products and/or services?  Are you looking for an interactive tool that will help generate qualified leads for your company?  Are you looking to sell products from your Web site employing an 

eCommerce solution?  Are you looking to streamline communications and/or operational processes within your organization?  Are you looking to generate online advertising revenue from your Web site?  Are you looking to establish a new image for your company and/or brand?  This clearly defined information will also be helpful when presenting your Web site development project and corresponding budgetary estimate(s) to your decision maker(s) for approval.)

EXAMPLE:

The objective of XYZ Company is not only to design a comprehensive, yet cost-effective, Web site that positions us as a leader and visionary in the markets in which we operate, but one that also effectively communicates to our customer and prospect base the features, benefits and advantages of the products we sell, so that a purchase decision can be accelerated and, ultimately, facilitated through our Web interface.   

1. OVERVIEW

(The purpose of the OVERVIEW section is to elaborate on your Web site objectives as stated above, and to accurately define the project scope as well as your company’s specific expectations.)

EXAMPLE:

The XYZ Company Web site will serve many purposes. In particular, our Web site will be used to educate the global market regarding our product line.  More than just an electronic brochure, the XYZ Company Web site will also be used as a lead generation tool to help build a database of qualified prospects to be ultimately converted into paying customers via an offline sales 

initiative.  This data capture should be achieved via online forms the prospect will complete and submit when subscribing (opting in) to the XYZ Company newsletter, requesting product information, etc.  

Additionally, promotions and contests conducted through the Web site will always require the opt-in submission of a user’s contact information to participate. Other “basic” functions for the XYZ Company Web site will be to increase name recognition and brand awareness, and to aid in market research through frequently posted questionnaires and surveys.

In addition to lead generation and market research activities, the XYZ Company Web site will serve as a public relations vehicle to keep the media informed of news and events pertaining to our company and/or products. 

Most important to our Web effort, the XYZ Company Web site should serve to educate our target market well enough so that an immediate purchase decision can be made. If, at any point, an eCommerce solution is deployed, the prospect/customer should be comfortable enough with security and encryption measures employed by the XYZ Company Web site so that order information can be submitted online without the need for dialogue with a sales or support representative.   

2. WEB SITE CONTENT & MAIN SECTIONS

(The purpose of this section is to roughly identify and outline how much information will be contained within your Web site as well as to convey any ideas, desires and/or preferences that you may have regarding how this information is categorized/presented.  Generally, a Web site employs approximately 5 to 8 “main sections,” under which all other information throughout the Web site is organized.  If you do not have any preconceived ideas of how your information should be organized, simply provide a synopsis of what information will be made available on your site and your Web design firm will discern the most intuitive way to present the information online.)

EXAMPLE:

Home Page

· General welcome and introduction paragraph

· Hot news & current promotional information

· Links to all “main” information sections

· Links to site search engine, site map, and legal, privacy, trademark & copyright information 

Product Information

· Information and datasheets regarding each product offering, including graphics

· List of “Frequently Asked Questions” about our products

· Literature and/or contact request form 

Ordering
· Product catalog & price list

· Online order form/eCommerce enabled storefront

· Listing of regional sales offices with complete contact information

· Payment policies, shipping information, etc.

Service & Support

· General customer service information

· Product warranty information

· Customer support contact information

News & Events
· Press releases

· Calendar of events

· Newsletter archives and subscription form
· Testimonials and awards
· Success stories
Corporate

· Company history, overview and mission

· Investor information

· Partners and alliances

· Employment

· Contact information

SECURE EMPLOYEE INTRANET:

· Password-protected

· Human Resource Information

· Field sales support tools including PowerPoint presentations, order tracking, etc.

3. WEB SITE REQUIREMENTS

(The purpose of the WEB SITE REQUIREMENTS section is to communicate any other information and/or requirements, beyond the specific content, that should be taken into consideration as the Web design firm estimates the project.  This “catch all” section may include very specific technical information, general design preferences, and intangibles such as how you would like your company to be perceived.)

EXAMPLE:

· Designed for navigation with both Microsoft Internet Explorer and Netscape Navigator browsers (cross-browser and cross-platform compliant)

· Minimal vertical scrolling per screen and zero horizontal scrolling per screen

· Designed so that XYZ Company can take over maintenance effort using PC’s (state specific hardware/software if required)

· Desire high occurrence of interactive elements such as opt-in subscription mechanism, lead generation forms, interactive wizards and tools, order processing, etc.  

4.  HELPFUL DESIGN ESTIMATE INFORMATION

(The purpose of the HELPFUL DESIGN ESTIMATE INFORMATION section is to communicate and/or reiterate any information relative to the company and/or product(s) that should be taken into consideration as the Web design firm estimates the project and prepares the design concept(s).)

EXAMPLE:

· Company is a product-based business

· Primary objective:  educate target markets and generate online sales

· Target audience:  business-to-business, government, and educational resellers worldwide

· Number of years in business:  10

· Web site status:  brand new (no current Web presence)

· Preferred domain name: www.xyzcompany.com (not yet secured)

· Alternate domain name:  www.xyz-company.com (not yet secured)

· In the future, there may be a need for secure transactions and searchable databases.  System should be scalable to accommodate change.

· Site we would like to emulate in terms of eCommerce functionality: www.abccompany.com 

· Our competitors (the XYX Company Web site should meet/exceed the quality and functionality of the following):




Competitor #1

www.competitor#1.com



Competitor #2

www.competitor#2.com



Etc….
5. SITE MAINTENANCE REQUIREMENTS

(The purpose of the SITE MAINTENANCE REQUIREMENTS section is to convey and request information relative to how your Web site will be maintained and updated post-launch.  The information provided and requested within this section will differ based on whether the Web site will be maintained by in-house personnel or by the Web design firm.  The provision of this information is critical in ensuring the Web design firm uses tools compatible with your in-house hardware and software systems.)  

EXAMPLE (IN-HOUSE MAINTENANCE):

· Web site will be hosted internally on Windows( NT Web Server Hardware using NT software version #___

· The following software products will be procured for our maintenance effort (Please advise if anything additional is required):


- Microsoft( Internet Explorer & Netscape( Navigator (browse)


- Dreamweaver( (HTML editor) 


- FTP Software (to transfer files)


- Adobe( PhotoShop( and Illustrator(  (for graphics)


- WebTrends( (Web site traffic analysis)
EXAMPLE (EXTERNAL MAINTENANCE)

· Simple text change requests submitted before 2p.m. should be implemented before 5p.m. the same day 

· Complex change requests, such as new online forms or the addition of new sections, should be completed within 5 business days of submission

· Change requests will be sent directly to our Account Manager designee within your firm via e-mail and/or FAX 

6.  SEARCH ENGINE REGISTRY INFORMATION

(The purpose of the SEARCH ENGINE REGISTRY INFORMATION is to specify your expectations regarding how involved the Web design firm will be in registering your Web site address with the search engines.  This section also provides the Web site design firm with important information that will be used when developing your Web site, which will make search engine registrations more effective.) 

EXAMPLE:

XYZ Company would like the Web design firm to craft page-specific META data for our top-tier sections, and register our Web site address (domain name) with all of the major search engines including, but not limited to, the following:


FREE:




                  FOR FEE:


	4anything.com

	About.com

	c|net

	Direct Hit

	dmoz open directory project

	eo exchange

	Go.com

	Google

	HotBot

	HotLava

	Internet Master Site

	iwon.com

	Lycos

	NBC Internet

	Northern Light

	Powerize.com

	q.com 

	Refdesk.com


Keywords to register: list keywords here…
10, 25 and 50-Word Descriptions: list company and/or product descriptions here…
7.  TIMELINE & DEADLINES
(The purpose of the TIMELINE & DEADLINES section is to specify your desired Web site launch date, as well as the milestones that lead up to said launch.  It’s imperative to clearly communicate your timeline expectations to the Web design firm, who will advise if they can or cannot deliver the prototype and/or finished product within your very specific time parameters.  This section also requests that the candidate firm present their structured process in terms of milestones, which will keep you involved in the project as the development effort commences.)

EXAMPLE:

August - 
- Secure and review all design estimates.  Select Web design firm.

- Provision and approval of Web site “look and feel” (we would like to be  

  presented with at least 3 design comps from which to choose the final,

  that each meets the requirements presented in this document)



- Site flow chart submitted for approval



- Determine interactive (data capture) Web site elements

September-

October
- Prototype Web site in place (graphical template)



- Marketing copy written by XYZ Company and provided to design firm for input 

                           into site

November - 
- Transfer of site from development server onto permanent hosting server 



- Testing and debugging of site



- Register site with search engines

December 1 - 
- LAUNCH!!!

8. DISCUSSION ITEMS: 

(The purpose of the DISCUSSION ITEMS section is to request and collect pertinent information regarding how the Web design firm conducts business.  Their responses to these questions should be evaluated in conjunction with the design cost estimate when selecting which design firm you will use.)  

EXAMPLE:

1. What kind of communications processes do you have in place? 

2. How does your firm handle emergencies? Is the staff available by phone or in person?

3. How willing would you be to make in-person visits if necessary? 

4. Who pays for the first, and all subsequent, on-site visits?

5. How frequently is the Web site development team available for conference call reviews?

6. How many key team members will be on that call? How accessible are the principals for these calls?

7. Will you send a programmer on-site for any back-end integration, installation or other technical considerations if necessary? How long or frequently will that programmer be available?

8. If required, how are digital assets to be transferred? If via FTP, does your firm have an adequate FTP server to handle them?

9. If a termination of our relationship were to occur, define post-termination steps you will take to help us switch our Web site to a new provider or server.  For what period of time after termination of the relationship would you guarantee to keep the site running while the site is migrated to another server?

10. Define milestones that apply to the Web site development and design process other than those listed in my time line above.

11. Specify what rights I will have in the materials, including the software and Web site design, developed by your firm.  Will the contract specifically state that XYZ Company owns all work and files created on its behalf? Will the contract specifically state that XYZ Company owns everything used to produce the site so that it can be replicated, if required?

12. Can you guarantee that the site to be developed will be compatible with the most popular browsers and plug-ins, that the site will be free from viruses, and that any software developed is year 2000 compliant?

13. Assuming the site is housed on your servers, how will you ensure, over time, that our users continue to have speedy connections to the site?  How will costs for additional infrastructure be charged to us as the client?

14. Please define what security mechanisms you will be using to protect our Web site and any related databases.

15. What will you do in the event of service interruptions?  Do you have redundant servers for back up?

16. How often will usage/traffic reports be delivered?  How much analysis of server logs will be performed?  Do these services cost extra?

17. Will I be able to upload new content directly to the Web site, or will I need a representative from the design firm to do so on my behalf?  Will this be a compensable event, and how long it will take to have new content appear on the site?

18. Will I get full delivery of the contents of the Web site on a regular basis, either on backup disks or another format?

19. Can you warrant that the Web site won’t infringe on any intellectual property rights?

20. What continuous measures will you take to ensure the site contains no “dead” links, error graphics, or form functionality / interactivity problems?
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Goto.com - bid $.01+ per keyword�
�
Inktomi - $20 for 1-year subscription�
�
LookSmart Network - One-time $199 fee�
�
Yahoo - One-time $199 fee�
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