
 

 

ZwillGen Development Retainer & Website 
Hosting Proposal 
18 March 2015 

 

 

Jennifer Russell 

Marketing & Internet Presence Coordinator 

1900 M. Street, NW, Suite 250 

Washington, D.C. 20036 

jennifer@zwillgen.com 

(202) 706 5208 

 

Hello Jennifer, 

Innate is pleased to offer our development and hosting services for ZwillGen. Based on our previous 

conversations, I believe Innate can help make your life managing the ZwillGen blog easier with our 

development expertise, the reliability we give to clients, and the diversity of our talent here. 

Our capabilities run the gamut, from branding and creative design and development, to technology and 

digital architecture, to marketing and advertising. We are award-winning at what we do. We are nimble 

and flexible, readily available to our clients and quick to come up with solutions and adapt to changing 

needs and technologies.  

Within this proposal, I’ve outlined what Innate can do to address ZwillGen’s current needs for assistance 

in development and hosting. If you need anything else, please don’t hesitate to ask – as you can see, we 

do it all! We look forward to building a mutually prosperous business relationship with you and your 

organization.  

Should you have any questions regarding this proposal, feel free to contact me at 202.872.9500 or via 

email (lisad@innateagency.com). I look forward to hearing back from you soon and hopefully working 

with you and your team on this endeavor. 

 

Best in health, 

 

Lisa D’Aromando 

Account Executive 

1 (202) 872 9500 

mailto:jennifer@zwillgen.com
mailto:lisad@innateagency.com


 

 

Executive Summary 
The Need 

The ZwillGen Blog (http://blog.zwillgen.com/) is used for marketing and 

communications purposes, with posts on everything from recruiting new team 

members to informing readers about new guidelines or court rulings. The blog 

is hosted on WordPress and uses a pre-designed WordPress template, with 

outside assistance from a freelance designer and developer.  

ZwillGen is now looking for a new developer under an agency structure to 

assure projects are prioritized and completed as required within timelines and budgets. 

The Opportunity 

The benefit from working with an agency is that 

you know someone will always be there to get 

your work done. You’ll have an account 

executive (me!) heading up your project team 

here at Innate, making sure our work 

accomplishes your goals and you are satisfied 

with both the end product and the process 

along the way.  

The best outcome for us is a happy and satisfied 

client, and ideally a long and mutually beneficial 

relationship. Most of our clients come to us for 

an initial project and then continue coming back 

for future efforts. That’s great for us both 

because the clients know who they’re working 

with and the excellent work that will come out 

of it, and we get to keep working with great 

clients over the years. 

The Solution  

Our developers are fanatical about what they 

do. They have great passion for not only fixing 

problems but for coming up with new solutions 

and ideas for our clients as well.   

Our developers, content creators, and SEO 

analysts have specialized expertise in 

WordPress – in fact we’re using their skills now 

to create a new blog for Innate! They have 

worked with WordPress templates as well as 

custom designs and are confident they can help 

ZwillGen. Our developers have made several 

initial recommendations, which will be 

addressed more in the “Scope of Work” section 

below. 

Next Steps 

Our insights and recommendations currently are based upon an outsider looking in. Our next step would 

be to perform a base check on the ZwillGen blog, analyzing what will need to be cleaned up or fixed on 

the back end, such as performance updates, speed, image/theme optimization, bugs, etc. We will 

compile a report and meet with you (ideally face-to-face since we’re right down the street), so all 

project team members can go over the initial requirements, your anticipated needs, and next steps in 

terms of process.  

http://blog.zwillgen.com/
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Scope of Work & Process 
Blog Base Check Analysis, Cleanup, & Updates 

Prior to starting work on a retainer-basis, Innate will do an immediate checkup on the current 

WordPress site, making sure that everything is up-to-date, secure, and without bugs. We will compile a 

list of items that require attention before meeting with the ZwillGen team, then begin implementation 

following the face-to-face meeting and sign off. Some items to be checked and updated if necessary 

include: 

 General site functionality 

 Custom templates/plugins  

 Security update needs 

 Malware check 

 Performance optimization 

 Cosmetic issues – for example, the logo gets cut off in mobile view 

Development Retainer  

An ongoing retainer will be established so that Innate’s developers and analysts can be available 

whenever ZwillGen will need assistance for routine issues such as periodic refreshes, bug fixes, or other 

updates, as well as general support questions, guidance, and training.  

The retainer covers up to eight hours per month, reconciled quarterly allowing you to go over a little in 

one month and under in the next. The request process is detailed below. This includes work on both the 

blog and the main website, both on WordPress.  

For new feature development, see “Add-On Projects”.  

Retainer Request Process 

We track all retainer work on a time and materials basis and we therefore keep detailed documentation. 

Our typical response and turnaround time is 48 hours. 

Sending a Retainer Request to Innate 

Gather all information and assets related to the retainer request. 

If possible, send links and/or use a screen capture tool to identify the issue or change requested. 

Email your request to your Project Coordinator (CC’ing your Account Executive). Attach any relevant 

assets or screen shots that will be helpful to Innate in diagnosing the issue. 

Upon Receipt of a Retainer Request: 

Your Project Coordinator will respond within one business day. If you do not receive a response from 

Innate within that time period, please follow up to be sure the message was not diverted.  

mailto:maintenance@cdginteractive.com
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Innate may ask for additional details. The work on a request does not begin until all information is 

available, at which point we will provide an estimated time of completion. 

Upon receiving your approval, Innate will enter the task into our development queue with a projected 

completion date. 

When the task is completed, Innate will send you an email, including the total hours spent on the task.  

Add-On Projects 

Additional projects and new features are often desired up to several times per year, depending on 

current marketing strategies and tactics as well as available budget.  

New project/feature requests should be directed to your Account Executive who will then facilitate the 

project internally at Innate. Your Account Executive at Innate will then work with your team and with 

our developers to determine tasks and a timeline for completion. Following signoff, your Project 

Coordinator will take over to facilitate work and keep you updated will status emails and calls.  

These projects will be priced separately as they come, based on time and effort required.  

Website Hosting 

Innate can offer ZwillGen hosting for both the main website and blog. Our recommendation is to utilize 

Media Temple’s WordPress Hosting to cover your needs. Through Media Temple, the latest version of 

WordPress core would automatically update within 48 hours of release, and there would be automated 

daily backups. Additionally, they have a staging environment to view changes before setting them live. 

Security 

Media Temple has always placed a strong emphasis on security. The Premium WordPress hosting comes 

with: 

 Several layers of password brute force mitigation 

 A web application firewall 

 Multiple layers of DDoS mitigation 

 Secured password and configuration methodology 

 Malicious plugin removal 

 24/7 uptime monitoring 

Tech Specs 

 Apache 2.4 

 MySQL 5.5 

 PHP 5.4 

 4 Layers of Optimized Caching for performance (RAM, Database, Varnish, and Nexenta SSD 

caching)  
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Plugins 

Several plugins currently used on the ZwillGen sites will have to be re-purchased for the transition. 

These include the following: 

 Gravity Forms: $99  

 Advanced Custom Fields Pro: $25 per site * 

 Visual Composer: $28 per site * 

 ZwillGen Blog theme: $48 * 

*Plugins Note 

These plugins will be purchased by Innate and expensed to ZwillGen, who will then own the plugins. 

Estimated expenses for these plugins are itemized under the Budget on the following page, however it is 

impossible to determine precise amounts until we see what is used on each site and can determine 

exactly what is necessary. Innate will expense these when incurred. 

Innate will cover the cost of the Gravity Forms plugin.  

Innate will seek ZwillGen’s approval prior to purchasing additional plugins that would require expensing. 
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Budget 
The following are budgets for the items described in the above “Scope of Work” section. These figures 

include costs for development time only. Out-of-pocket expenses are not included. Any out-of-pocket 

cost exceeding $50 will be estimated and presented for approval as appropriate during the course of the 

project. 

ZwillGen Development Retainer & Website Hosting 

Development Retainer 

Base Check Analysis (one-time fee, blog only) ................................................................................... $ 2,500 

Development Retainer (monthly – blog and main site)*....................................................................... $ 960 

Add-On Projects ........................................................................................................................................ TBD 

Website Hosting 

Initial Migration and Set-up (one-time fee) ........................................................................................... $ 750 

Monthly Hosting Fee .............................................................................................................................. $ 250 

 

Estimated Plugin Costs 

Plugin: Advanced Custom Fields Pro (for both sites) ............................................................................... $ 50 

Plugin: Visual Composer (for both sites) .................................................................................................. $ 56 

Plugin: ZwillGen Blog Theme ................................................................................................................... $ 48 

 

*Budget Note 

Normally, development work would be charged at $150 per hour, or $1,200 per month for eight hours 

of work. Innate is offering this project as a fixed-fee engagement based upon the aforementioned 

retainer scope at a 20% discount. The prices shown in this proposal are guaranteed for 30 days from 

date of proposal. 
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Approval – ZwillGen Development Retainer & 
Website Hosting 
Signature Requirement 

If this proposal meets with your approval, please sign, date and return one copy of this contract to  
Innate to initiate the work. We look forward to working with you on this project. 

 

IN WITNESS WHEREOF, both parties have caused the Agreement to be signed by their respective duly 
authorized representatives. 

 

ZWILLGEN APPROVAL 

 

Printed Name: ____________________________________________________  

 

Title: ____________________________________________________________  

 

Signature: ________________________________________________________  

 

DATE: ___________________________________________________________  

 

INNATE OFFICER APPROVAL 

Proposal/Contract Valid once signed by Client and Innate Officer. 

 

Printed Name:  Scott Adams 

 

Title:  CEO, Innate  

 

Signature: ________________________________________________________  

 

DATE: ___________________________________________________________   
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Terms & Conditions 
This Agreement is entered into between Innate, Inc. (“Innate”) and ZwillGen (“Client”). 

1. Fees: All fees represent Innate’s good faith estimate and are valid for 30 days from the date of this proposal. If actual costs 
exceed projected fees at any time, Client will be notified immediately. 

2. Payment: Innate requires receipt of a deposit equal to one-half of the proposal fee before work can begin. Innate will invoice 
Client monthly. A percentage of the deposit will be applied as deliverables are completed. Terms are Net 30 days on all invoices, 
except the deposit invoice which is due upon receipt. Final billing will occur once the project is complete. A 1.5% per month fee 
will be added to any balances not received within 30 days. Innate must be notified within 30 days of invoice date if the invoice 
is not accepted. After 30 days from the invoice date, all invoices are deemed accepted and are no longer subject to review. All 
invoices that are unpaid and not reviewed are subject to any late fees and penalties. If the project is cancelled or terminated for 
any reason, Client will be billed for all costs to date; alternatively, Innate shall reimburse Client for any pre-paid fees and 
expenses that have not been incurred or dispensed pursuant to this Agreement as of the date of termination. If Innate must 
retain attorneys to collect payment of invoices, in part or in full, or Client must retain attorneys to collect reimbursement, in 
part or in full, either party will be entitled to reasonable attorney’s fees, court costs, and interest at the maximum rate 
permitted by law. 

3. To the extent there is copyrightable creative authorship of Innate in the website, project, materials, information architecture 
or other Deliverables of Innate under this contract, Innate agrees that it is creating this work as a “work made for hire” under 
the copyright law. Should the “work made for hire” doctrine be inapplicable under law, in consideration of full payment of all 
fees and expenses due under this contract, Innate agrees that copyright for all such authorship of Innate will be solely and 
exclusively owned by Client, and any and all rights of Innate in such authorship are hereby transferred and assigned by Innate to 
Client.  

4. Additional Costs: The estimate outlined in this proposal does not include any of the following: imagery (photography and 
illustration, both original and stock); author’s alterations (see Revisions below); color output; rush charges necessary to meet 
Client deadlines; transportation, travel time or expenses; delivery charges; or applicable sales tax. All production costs are 
based on final copy being supplied by Client electronically. If this is not the case, additional charges may apply. 

5. Revisions: Any changes Client makes to copy (excluding typographer’s errors) once Client has provided approval will be 
charged additionally as Author’s Alterations at the rate set forth in this proposal. Also, any changes Client makes to the design 
of an approved layout will be charged as author’s alterations. 

6. Change Orders: An addendum will be issued to cover the cost of revisions if Innate determines that they alter the original 
scope of work. 

7. Browser Compatibility: As part of the Innate project initiation with technical teams, Innate will determine the browser sets 
that should be covered for the expected audience. 

8. Disclaimers: Legal services are not included in this proposal. Also, for an additional fee, Innate can hire a proofreader to 
review all page proofs and final mechanicals. While Innate checks all layouts against art-related specifications, Innate is not 
responsible for proofreading. Finally, please note that if Client does not contract with Innate for print management services, 
Innate assumes no responsibility if printed materials do not match their specifications.  

9. Names, Services Marks and Other Intellectual Property: No permission is granted in this contract by Client to Innate to use 
any names, service marks, brands or other intellectual property belonging to Client or related entities. Innate shall not acquire 
any right, title or interest in such intellectual property by this contract or the performance of services to Client. Innate will not 
publish, use or otherwise distribute any advertising, marketing, promotional materials or other work that includes the names, 
service marks, brands or other intellectual property belonging to Client or related entities unless Client gives advance written 
approval. Innate shall not make any public announcement regarding the subject matter of this contract unless Client provides 
advance written consent. 

10. Effective Date and Termination. This contract is effective when signed and dated by both parties and terminates upon 
completion of the Project by Innate and payment of the fees by Client. 

 


