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[bookmark: _Toc450939280]Restricted Confidential
This document and supporting materials contain confidential and proprietary information of [company/business name]. These materials may be printed or photocopied for use in evaluating the proposed project, but are not to be shared with other parties.
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[bookmark: _Toc450939281]Background
Use the background section to introduce your business, explain what you do and include your mission and vision statements. It is also useful here to mention the audience which you cater to. This section is also where you would introduce the reason as to why you are seeking a new website i.e. “our current website was last updated in 2014 and as such lacks the advancements and functionality to thrive online today in 2016.” 
Explain what this RFP details i.e. “this document outlines the requirements that have been identified to . . .” You can then sign off this section by providing links to your current website and social media channels so that potential suppliers can get a feel for your business.
Current website: www.yourbusiness.ie
Facebook: www.facebook.com/Your-Business
Twitter: www.twitter.com/yourbusiness 


[bookmark: _Toc450939282]Objectives
Here you outlay as to why you need the new website, the goals you would like it to achieve and how you envision that these goals will be achieved. Format these in bullet points so that your aims of the project are clearly legible. See examples of this below:

This new website is desired because it is envisioned that:
· New and old members will use it to interact with the company.
· Important company information such as contact details and opening hours etc. will be accessible at any time of day or night. 
The goals of the new website are to:
· Reach our target audience through the use of curated content.
· Increase our online presence to be up to date with 2016 standards.
In order to meet the requirements the website requires: 
· To represent the company wholly and fully so that customers know that they are interacting with our official website.
· Be optimised to work across both mobile and desktop devices.










[bookmark: _Toc450939283]Design
Outline the aesthetics and design ideas that you have in mind for the website. State if you have a logo (or need one to be created) and also if you have specific company colours that are to be used in the website design. If you do have specific company colours, transcribe them here in the form of Pantones or RGB values. 
Explain some of the essential features of the website i.e. the website will require an online shop that is responsive on both desktop and mobile devices etc.
A good way to finish this section is to provide links to websites or include images which you like that represent the type of design and finished look that you want this website project to achieve.
www.example1.ie
www.example2.co.uk
www.example3.com 



[bookmark: _Toc450939284]General
Elaborate on the last section now by outlining the exact features that you would like included on the website. Explain why you want each of these implemented and what value they will add to the overall website. See examples below.
· Online Shop – an online shop should be incorporated into the website design so that the company can continue to sell its products around the world from the website.
· Sharing Options – where applicable, products, images, blog entries and online vouchers etc. should have options for sharing with others across various social media channels as part of the website design. It is important that the website does not alienate those who like to share content over social media and e-mail etc.














[bookmark: _Toc450939285]Site Structure
The site structure is laid out here to show the navigation and layout of the website and also to show how may webpages it will contain. Be sure to acknowledge here that at this stage you understand that design stipulations may cause some of this structure to change; especially if changes can be made to afford the website more speed and responsiveness and therefore an overall better user experience. Lay out this information in a structured table as below. Overleaf then, you go into full detail about what content should go on each of these pages in the site structure and how they should look and behave.
8		[your company name here] | Restricted Confidential

	Header Menu	

	Home

	Products

	· Browse our entire range

	· Browse by gender

	- Sale items

	· Search for a product

	About Us

	Blog

	Contact Us

	· Complete a contact form

	· Contact Details

	Footer Menu

	Terms and Conditions

	FAQs

	Track my Order

	Privacy / Cookie Policy

	Mailing List
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[bookmark: _Toc450939286]Home
The home page is very important as it is the first place that many visitors will see when they land on the website. Make sure to list here exactly what needs to be included on the home page and where each of these things should be positioned.

[bookmark: _Toc450939287]Products
As an online shop that sells clothing, the products page needs to be a catalogue of what we sell from the website. This page should be displayed in a brochure/gallery style and have filters applied so that people can search by price range, colour and whether it is male or female clothing that they are looking for.

	Browse by Gender
This page should have options on it to allow the user to click as to whether they are searching for male, female or children’s clothing (with male and female options also available under children’s clothing).

	Sale Items
There should also be an offshoot of the above pages that only lists items that are currently on sale for a reduced price. They should also be able to be filtered as above (male, female or children’s clothing).

	Search for a Product
This page should include a search bar whereby users can type words and browse the resulting products that match these search criteria. The results of this search should populate under the search bar and not redirect the user to a new page containing the results.

[bookmark: _Toc450939288]About Us
This should be a basic page that houses text describing the company etc. We are open to the idea of having a picture gallery on this page displaying some of our products and team members, but only if this will not negatively affect webpage loading times.

[bookmark: _Toc450939289]Blog
We also require a blog page which is simple to use from the backend of the website as many people will use it for blog postings. The layout of the posts themselves should allow for text, image and video content to co-exist.

[bookmark: _Toc450939290]Contact Us
This page should display our contact details to include our phone and fax numbers, e-mail address and physical store address. This page should also include a responsive contact form that people can complete to get in touch with us.

[bookmark: _Toc450939291]Landing Pages
Separate to the website we have a requirement to develop marketing landing pages for the likes of sales and discount offers that we will run periodically.

[bookmark: _Toc450939292]Non-Functional Requirements
In addition to the functional requirements that have been outlined on the previous pages of this document, there are a number of non-functional requirements that should be considered as applicable across all areas of the application.

[bookmark: _Toc450939293]Content Management System
The website should be based on an easy to use CMS that provides the following features:
· Ability to update content across all areas of the website
· Ability to add new pages to the site without the need for technical intervention
· Web based interface
· Multiple user accounts
· Ability to load PDF, Word and Excel documents
· Ability to load and/or reference images and videos
The ability to carry out inline editing of pages would be preferable, but not essential, however a simple overview of how site editing would be undertaken should be included as part of the proposal.


[bookmark: _Toc450939294]Browser and Device Compatibility
The website is expected to be accessed across a range of media and will therefore be required to be optimised for a wide range of devices and browsers. This should be achieved through a responsive design or, at a minimum, a desktop and mobile version of the site. The following devices should be considered as the main sources of traffic:
· Desktop (PC & Mac)
· Laptop (PC & Mac)
· Tablet (iOS & Android)
· Mobile (iOS & Android)
In addition the site will expect to function across the full range of main browsers. At a minimum it should be tested and optimised for the following:
· IE 10+
· Firefox 30+
· Chrome 42+
· Safari 6+
· Edge
While not optimised for older browsers, it is expected that the site will still function in browsers not listed above. Any browsers that are known to be unsupported should be included in the response.


[bookmark: _Toc450939295]Search Engine Optimisation
The website should incorporate best practice SEO techniques including, but not limited to:
· Use of standard markup tags (e.g. <title>, <h1> etc)
· Provision for <alt> tags with all media files
· Rendering of all text without the need for Javascript
· Inclusion of a sitemap.xml file for submission to Google
· Readable URLs
· Optimised page load speeds

[bookmark: _Toc450939296]Google Analytics
The website should be integrated to Google Analytics in order to provide standard page view and user analytics. We will provide all the necessary Google Analytics credentials required to configure. We would like you to analyse our current Google Analytics traffic to form suggestions on the build of the new website.

[bookmark: _Toc450939297]Google Adwords
The website should be integrated to Google Adwords in order to provide standard page view and user Adwords. We will provide all the necessary Google Adwords credentials required to configure.

[bookmark: _Toc450939298]Hosting
Hosting should be provided and managed by the respondent, either on their own premises, through a sub-contracted 3rd party hosting provider or through a SaaS solution provider.
Details of the level of hosting support and Service Level Agreement should be provided within the response.

[bookmark: _Toc450939299]Social Media
Create suitable graphics that are in keeping with the website and branding for Twitter, Facebook, Instagram and Snapchat. We also require a social media paid advertising campaign to target visitors to our website and people living within our common bond for making purchases from our bricks-and-mortar store location.
[bookmark: _Toc450939300]Support
Once live, we expect all content provision to be carried out by our staff force officials, however any technical support required to keep the site operational will need to be provided by the selected organisation. Please provide details of what support offerings you provide, along with terms of the associated Service Level Agreements.

[bookmark: _Toc450939301]Training
We will require in-depth training for four staff members and this training should be held at our offices. The training will need to cover:
· Website Management including:
· Adding/Editing/Removing Pages and news website items
· Website Management
· Online Shop Management
· Social Media Marketing inclusive of
· Updating Twitter from Mobile Devices
· Launching a measurable Instagram campaign
· Boosting Posts on Facebook
· Gauging Snapchat responses

[bookmark: _Toc450939302]Security
It is important that the platform our new website is developed on is secure and kept up to date soplease advise what system you are choosing to develop our website on and the security features it includes. Please also highlight the additional security measures you will take to enhance the overall security of the website and any costs associated with this.

[bookmark: _Toc450939303]Additional Contractors
If there are any additional contractors that you currently work with who will have an influence and/or effect on the website, state them here. i.e. You will be required to liaise with James Jones who hosts our company e-mail addresses as these will be used to capture responses from the ‘Contact Us’ form on the website. 

[bookmark: _Toc450939304]Additional Functionality
We will also require additional functionality to be added to the site. This may include functionality such as:
· Pages with lots of text need to be made tidier, either through the use of bullet points, sliders, icons, tabs or images.
· A suitable cookie notice should appear on the website that meets the European Directive on privacy.

[bookmark: _Toc450939305]Copywriting
We will also require the use of a copywriter as part of this tender. The text for the website must be to modern high standards and be understandable to both a tech savvy audience and also welcoming for those who are new to the world of online shopping.














[bookmark: _Toc450939306]E-mail Marketing
We would like a system to assist us in collating an e-mail marketing database. The system should allow the import and export of e-mails on a regular basis as new customers purchasing clothing from our website must set up an account using their e-mail address – this happens frequently and daily. 

[bookmark: _Toc450939307]Facebook Marketing
We would like you to create a Facebook marketing campaign which creates a number of adverts for:
· People who are geo-located near to our bricks-and-mortar store
· Past visitors to the website
· Followers of its Facebook page
· People who can have items from our online store delivered to their country
The adverts will be to advertise new clothing items for sale and also to alert people to any sales, discounts or offers etc. that we are running.


[bookmark: _Toc450939308]Response
The response should be split into four different sections that include information specific to each of the following elements:

[bookmark: _Toc450939309]Design
Please include details about the design process, what assets will be included as part of the project and a high level idea of the site design. We are keen that a modern design is implemented, incorporating current trends and closely reflecting the organisations branding.

[bookmark: _Toc450939310]Development & Implementation
Please provide details related to the initial launch of the site. You should include details of any platforms or systems that will be used as part of the development process. Details of how the application could be extended in the future should also be included. Please also indicate any activities that you would expect to be completed by our company officials as part of the site launch.

[bookmark: _Toc450939311]Hosting
Please provide details of where the site will be hosted and any ongoing costs associated.

[bookmark: _Toc450939312]Support
Please provide any costs associated with ongoing technical support required to keep the site operational.



[bookmark: _Toc450939313]Fees & Costs
The costs for the proposal should be a fixed sum, to include costs of labour, travel and any other applicable expenses, overheads, insurance, permits, licenses etc. Please provide a cost associated with each of the four elements of the proposal.
Any third party costs, where known, must be included in the proposal. Where costs are expected to be incurred, but are not yet known, this should clearly be indicated in the proposal.
We will not be held liable for any costs incurred in the preparation of quotations.

[bookmark: _Toc450939314]References
It is requested that each respondent includes at least three reference websites that are similar in nature to that being requested as part of this project.
In addition please include three independent references who can be contacted, if required, about previous engagements.

[bookmark: _Toc450939315]Timescale
All respondents should include a high level estimation for the completion of the project as part of their response. While no fixed deadline exists, we will consider the proposed timescales as part of the evaluation.

[bookmark: _Toc450939316]Submission & Closing Date
Applicants should submit their response, along with all accompanying materials, to company@business.ie by Friday, October 21st 2016 at 5:30pm. Submissions after this date will not be considered.



[bookmark: _Toc450939317]Queries
All queries relating to this RFP should be addressed to:
Samuel Jones
company@business.ie
086 123 4567
