AGENCY WEB DEVELOPMENT
Building your new website
This is an overview of the process I will follow when developing your website—and of the decisions you’ll need to make along the way. This document is meant to provide all information you’ll need before requesting a quote.

1. Website Foundation – Your Hosting Plan
Whether you’re upgrading your website or starting from scratch, your agency’s current web hosting situation will play a critical role in how this project will move forward.  We’ll either find a way to work with your current plan, or transfer your existing domain name to a new service. 
If any of the below could benefit you, I would recommend migrating your hosting service to a web hosting company—for the price reduction, if nothing else.  There are plenty of things your business should be spending money on in order to market itself, but this doesn’t need to be one of them.  
Should I Migrate to Web Hosting? Benefits to Consider
· Cost
· Expect to pay between $2.95 and $5.95/month for the cleanest, fastest, most advanced hosting technology available.
· Features
· Fully equipped “Control Panel” gives you full control over all aspects of your server
· Cool free stuff:  $25 credit for business promotion services such as Facebook advertising & Google Adsense; discounted rate options for accepting eChecks or credit cards online; discounted security certificates and spam tools
· Free, fast FTP (moving files on/offline) – You always have quick and easy access to the files on your site.
· Unlimited storage on your server
· Unlimited email accounts (useful if you route your email through the server)
· Convenience
· 24/7 support via phone, live chat, email
· No (or minimal) server issues
· Login from anywhere in the world
· Much easier and faster for me to build your website this way, for dozens of reasons
Additional Benefits
Encrypted (secure) email was brought up several weeks ago when I was discussing these options with one agent.   As technology and worldwide web traffic continue to develop, more and more experts today are strongly recommending that businesses implement protection of their sensitive data.
The “top 10” web hosting services provide discounted SSL security certificates that will insure all data entering and leaving your website against fraudulent activity, at values that can exceed $1 million.  If your email servers are rewired through the web hosting service, this SSL certificate will protect your email as well. 
A fully equipped SSL certificate can be as little as about $60/year (they run on subscription services) and to reassign your agency’s Microsoft Outlook accounts to the new server would be a one-time job.  If you are interested in doing this for your agency, I would be happy to discuss it with you in more detail.   
Sounds great! Let’s move forward with the web hosting.
If we choose to go this route, I’ll ask you for some additional information, and then research the current hosting plans offered by the top 10 providers.  Once we decide upon a company and a plan, I will purchase the subscription and transfer the rights over to your business upon completion of your site.
Domain names (www.youragency.com)
If your agency already has a domain, I will purchase the new hosting plan under an alternate name—as close as I can find to your current name.  (Example:  If your current name is www.myagency.com, I will try to find www.myagency.net, www.myagencyins.com, or something similarly appropriate.) 
The site will be built at this secondary domain and, when completed, we will transfer your current name to the new site.  This is called “parking” a domain.   Visitors will be able to access your website via either of these addresses. 
Not sure web hosting is for me.  I like where I am.
This is fine—we simply need to contact your hosting provider and request that they create an FTP user account for me, so that I can install software on your server.  (“FTP” refers to “remote access”. )
Caution:  In the case of one client so far, the connection provided to me via the FTP account hasn’t allowed me to install the software needed to build the website.  The hosting provider installed one at our request, (a blank database), but as the FTP account doesn’t allow me to modify the database, we are still unsure how to proceed with the website development and are exploring other options.
2. Building the Website
Once I have access to your hosting server (or have purchased new hosting) I can begin physically creating the site.
Design Process
I am able to offer this service to agencies at budget prices primarily because I am outsourcing the “design” of the website. This allows me to produce a high-quality site design in only a few minutes, rather than spending hours designing my own layouts followed by days or weeks of back-and-forth discussion about what the agency does or doesn’t like about what I’ve created.  
Your agency will be purchasing your unique web design from an outside vendor—note, however, that I am able to make changes to the design once purchased, so it’s not necessary that the one you find be “perfect”.  Fonts and color schemes, for instance, can be changed in a flash (and I am extremely familiar with CSS, the programming language used in the designs).
I’ve already had agents express minimal desire to get involved in the design process of their website (“I’ll just let you decide what looks good”) but again, the discounted rates I’m charging are made possible by the fact that I’m not spending hours tinkering with source code on the gamble that agents are going to be OK with the result (and billing them for it)—but rather, constructing a professional quality site that’s going to work.  If time is an issue for you, we can certainly make adjustments, but generally, please note that agents who want “the best deal” price-wise will need to take a more active role in creating their website than they might expect had they commissioned a standard, market-price web designer, and this is one example.
To move forward, you will need to choose your own design (referred to in WordPress as a “theme”).  “Theme” resellers can be found all over the Internet, but I suggest starting your search at www.themeforest.net.  They are essentially the Nebraska Furniture Mart or IKEA of WordPress-based web designs, although there are dozens of vendors.   I also have a “gallery” of 30-40 themes on my website, agencywebdev.com/themes, of themes for sale that I thought seemed suitable for agencies.
Once selected, I will purchase the theme, install it on your website, and implement a list of modifications that will turn the WordPress blog into a corporate website.  At that point, we’ll need to schedule a phone call to assess it, whereby you’ll have the opportunity to request changes. 
Site Structure
“Site Structure” refers to the individual pages of your website—and includes things such as what navigation items are displayed across the top of the page, what menu items display when you click one, and what three “call to action” buttons are featured on the home page.
My Bronze Demo site (www.agencywebdev.com/demos/basic ) includes most of the pages I anticipated that a standard insurance agency might want to include on a basic website.  I will send you the “tree structure” of this layout, along with a blank form, where I will need you to explain what you want.  I’ll need to collect this from you before I can build the pages of your site.
3. Features of your website
After the body of the website is built, we can start discussing the customized features you want to include.  If you’re a “just the basics” kind of agent, this part will be a breeze—however, if you’re interested in knocking out everything “the experts” have told you your website needs, it’ll take a little longer—but is a fantastic decision on your part, of course!
The first thing I’ll have you do is look over a list of things I’m able to provide for your website currently, and indicate which ones you’re interested in.  This will, at the very least, give me enough information to quote you on the amount of time I’ll need to complete everything.  
Please don’t feel restricted to the items I’ve included on the list—if there’s something else you want on your site, just let me know. 
4. Final Notes
I’m intending to send this “Getting Started” document to agents when they first inquire about my web-building services—I had originally hoped that my first step would be a “first visit” consult, but at this point, time will not allow this. 
Contract Information
Until further notice, I am planning to bill agencies exclusively for the time spent on the project—at an hourly rate that I’ve estimated will require me to bill about $600 for a “basic” website.
On agencywebdev.com, I’ve broken the development services into specific “packages”, but this is intended mostly to give you an idea of what features will be more time-consuming to complete (and thus, more expensive to you).  Please don’t feel restricted by the “package offerings” as I will do my absolute best to provide you with exactly what you need, at the best rate I can provide. 
Quotes
I can quote you after you’ve completed and returned the “Website Goals” form included in this packet.  Quotes are free!
Down Payments
I ask for a down payment of 50% of your quote amount, as it insures me against the loss of:
· Cash invested on your hosting plan
· Cash invested on your design
· Time invested in helping to organize your project
Note: If your agency is a Trusted Choice member, you are eligible for a $250 rebate for the service you’ll be purchasing here.  If this is the case, I will file the paperwork for you upon completion of the project and the check will be mailed to your office at some point afterward. 
Other related documents you’ll receive
· Original Agency Web Development informational packet presented to the KAIA Board of Directors at their last August board meeting
· [bookmark: _GoBack]Website goals/features form that you can send back to me for a quote
· A client checklist/general project roadmap for how the project will proceed (from my end)
Questions?
If you are an agent considering this service and we’ve not yet spoken in person, I would love to speak with you on the phone, at this point, to discuss anything you’ve read so far and any questions or concerns you might have about proceeding.  Of course, this conversation can happen at any time.

