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Request for Proposal (RFP)
Introduction
This document is intended to help you formulate & communicate a set of requirements for your website, and will enable us to create a proposal & quotation appropriate to your needs.

The more detail & information you can provide, the better we can understand your business & requirements, and propose a solution to fit your needs & budget. 

Don’t worry if you are unsure about anything, complete as much as you can and return to us by email, fax or post. We will call or email you if we need to clarify any details.

Your Business

Tell us about your business.
Company Name:
Location:

Brief company overview:

Please include legal status (limited company, sole trader, etc), time in business, number of employees, turnover (if appropriate) and overview of products & services.
Current Website (if applicable)

If you have a website already, tell us a little about it.
Do you have an existing website?
Please provide web address (URL)
Who is your company website hosted with?

Who is your domain name registered with?

Was your current website created in-house or by another designer?

What do you like/dislike about your current website?

Any other comments regarding your current website:

Current Marketing Materials & Stationery 
(if applicable)

If you have any marketing materials or business stationery (such as brochures, catalogues, posters, business cards, letterhead, etc.) tell us a little about them.

It will help us understand you & your business better if you can forward any relevant artwork (scanned or printed copies), even if you do not plan to use them with the new website.

Do you have a company logo?

Do you already make use of a consistent colour scheme?

Please provide details.
Was your current marketing materials & stationery created in-house or by another designer?

What do you like/dislike about your current marketing materials & stationery?

Any other comments regarding your current marketing materials & stationery:

Your Customer/Client Base

Tell us a little about your customer/client base, and those who you expect to visit your website. 
What type of people are clients/customers of your business as a whole?

Try to build a profile of a typical customer/client including aspects such as age range, sex, business/consumer, wealth, knowledge, ability, geographic location etc.
For a typical client/customer - how much will they spend over the lifetime of their relationship with you? 
Any other comments regarding your customer/client base:

Your Competitors
Tell us a little about your business competitors, both online & offline. 
Who are your main competitors?
For online competitors, please include web address (URL) where possible.

What does your company offer over the competition (your USP)? 
Please describe any features of your competitors’ websites that you like/dislike?
Any other comments regarding your competitors:
Scope of Work

Tell us what you would like us to do for you

Do you require a new website, or redesign of an old website?

Do you require us to quote on the design of a new company logo?

Do you require us to quote on the design of new business stationery?

How often do you anticipate adding or changing content on your website?

Who would be responsible for maintaining content on your website?

Will you provide you own copy (text content) for the website, or you do you require us to arrange professional copywriting services?

Do you have professional photographs available for use on the website, or do you require us to arrange professional photography services or purchase stock photography?

Do you wish to collect payments via your website?

E.g. payment for products, services, donations, subscriptions or invoices?

What type of people do you expect to visit your website?

Consider whether the main purpose of the website is for creating new business, or for retaining existing business. 
How would you like a new visitor describe your website?

First impressions are important and should reflect the nature/ethos of your business.
How do you anticipate visitors will find your website?

What would define a success once the website is built?
E.g. sale of a product, award of a contract, someone visiting your shop, top ranking in Google, or something else.
Any other comments regarding the scope of work:

Budget & Timeframe
It is useful for us to know what budget you have available for the scope of work required and in what timeframe you require it. Good design & development takes time, expertise and planning to get right. If your budget or timeframe does not match your requirements we may be able to suggest ways that you can reduce the initial scope of work to meet your budget – and leave possibility for future expansion at a later date.
Budget £
When do you require the work to be complete

Any other comments regarding the budget & timeframe:

Contact Details
We may need to contact you to clarify or expand some details. Please provide some contact details.

Name:

Position within company:
Email:

Telephone:

Please include country code and time zone if not in UK. Please indicate best time to call if needed.
How did you hear about ExpandOnline?






