Sample RFP
This sample covers the essential ten sections that should be included, a scope table, evaluation weights and a pricing form.

How to use it: Replace every item in [brackets], delete sections that do not apply, and adjust the evaluation weights to match your board's priorities. Have your association's attorney review the contract terms section before issuing. 


[ASSOCIATION NAME] 
Request for Proposal: Association Management Services 
 
Issue date: [Month Day, Year] 
Proposals due: [Month Day, Year], [time and time zone] 
Contact: [Name, title, email] 
 
1. Purpose 
[Association Name] invites qualified association management companies to submit proposals to provide management services beginning [start date]. The board seeks a partner that will strengthen member value, protect the association's assets and support its strategic plan. 
The board will consider full-service management, a hybrid arrangement in which the association retains its own chief executive, or other models a respondent recommends with reasons. 
2. Timeline 
	Milestone 
	Date 

	RFP issued 
	[Date] 

	Intent to respond due 
	[Date] 

	Written questions due 
	[Date] 

	Answers sent to all respondents 
	[Date] 

	Proposals due 
	[Date] 

	Finalist interviews 
	[Date range] 

	Board decision 
	[Date] 

	Contract start 
	[Date] 



3. About the Association 
	Item 
	Details 

	Founded 
	[Year] 

	Mission 
	[One sentence] 

	Members 
	[Number and type, e.g. individuals or companies] 

	Annual operating budget 
	[$ amount, most recent fiscal year actual] 

	Fiscal year 
	[Month to Month] 

	Revenue sources 
	[Dues %, events %, other %] 

	Board size and terms 
	[Number of directors, term length] 

	Committees and chapters 
	[Number and names] 

	Major events 
	[Name, typical attendance, location pattern] 

	Credentialing or education programs 
	[Describe or 'None'] 

	Current management 
	[Staff, current AMC, or volunteer-run] 

	Current systems 
	[AMS, website platform, accounting system] 

	Strategic priorities, next three years 
	[Two or three priorities] 






4. Scope of Services 
[Mark each function Required, Optional, or Not needed. Respondents should price Required and Optional items separately.]
	Function 
	Status 
	Notes or volume 

	Executive leadership 
	[Required/Optional/Not needed] 
	[e.g. hours per month, board meetings per year] 

	Governance and board support 
	[ ] 
	[ ] 

	Financial management and accounting 
	[ ] 
	[ ] 

	Membership recruitment and retention 
	[ ] 
	[ ] 

	Meetings and events 
	[ ] 
	[ ] 

	Education and credentialing 
	[ ] 
	[ ] 

	Communications and marketing 
	[ ] 
	[ ] 

	Website and technology 
	[ ] 
	[ ] 

	Sponsorship and non-dues revenue 
	[ ] 
	[ ] 

	Advocacy and government relations 
	[ ] 
	[ ] 

	Chapter or component relations 
	[ ] 
	[ ] 

	Other: [describe] 
	[ ] 
	[ ] 



5. Proposal Requirements 
[Please organize your proposal in the order below. Limit the proposal to [number] pages, excluding appendices.]
5.1 Firm overview 
· Year founded, office locations and number of employees 
· Number of current clients and their range of budgets 
· Accreditations and professional credentials held by staff 
5.2 Ownership 
· Who owns the firm today, including any outside investors or lenders with ownership rights 
· Any acquisitions or sales involving the firm in the past three years 
· Whether a sale, merger or change of control is planned or under discussion 
5.3 Proposed team 
· Name, title and biography of each person proposed for our account 
· Percentage of each person's time dedicated to our association 
· How the firm would replace a key team member, and our role in approving a new executive 
5.4 Approach 
· How you would deliver each Required and Optional function in Section 4 
· Your first-year priorities for our association 
· How you report performance to the board, and how often 
5.5 Financial controls 
· Confirm that all association funds will be held in accounts in the association's name 
· Signing authority and approval thresholds you recommend 
· Audit support and segregation of duties 
· Insurance carried: professional liability, crime or fidelity, and cyber, with limits 
5.6 Data and assets 
· Confirm that member data, domains, websites, content, social accounts and event contracts belong to the association 
· Format, timeline and cost for returning all data at the end of the relationship 
5.7 Transition plan 
· A transition timeline from contract signing to steady operations 
· What you need from the board and the outgoing provider 
5.8 Client history 
· Three references from current clients of similar size 
· One reference from a former client 
· Number of clients that ended their relationship with the firm in the past three years, and the general reasons 
5.9 Fees 
· Complete the pricing form in Appendix A 
· Annual increase method for the full contract term 
· Every service or expense billed outside the base fee, including staff travel 
5.10 Contract terms 
[Provide your standard agreement as an appendix and address each item below.]
	Term 
	What the board needs to know 

	Length and renewal 
	Initial term, renewal process and notice window 

	Termination 
	Termination without cause, notice period and any fee 

	Assignment and change of control 
	Whether the agreement can transfer to a new owner and the association's rights if the firm is sold 

	Key personnel 
	Commitments on named staff and replacement 

	Staff non-solicitation 
	Duration and any fee if the association hires a staff member 

	Transition assistance 
	Obligations and cost if the relationship ends 






6. Evaluation Criteria 
[The board will score proposals on the criteria below. Weights are a starting point; adjust them before issuing.]
	Criterion 
	Weight 

	Proposed team and relevant experience 
	25% 

	Approach to our priorities 
	20% 

	Fees and value for the scope proposed 
	20% 

	Financial controls and data ownership 
	15% 

	References and client history 
	10% 

	Transition plan 
	10% 

	Total 
	100% 



7. Submission Instructions 
1. Submit one PDF to [email address] by [date and time]. 
2. Direct all questions in writing to [contact] by [date]. Answers will be shared with all respondents. 
3. Respondents may not contact board members about this RFP outside the process above. 
4. Proposals will be held in confidence and used only for this selection. 
5. [Association Name] may reject any proposal, request more information, or end this process without selecting a provider. Respondents bear their own costs. 
 
Appendix A: Pricing Form 
[Show annual amounts for each year of the proposed term. Use the scope marked in Section 4.]
	Item 
	Year 1 
	Year 2 
	Year 3 

	Base management fee 
	$ 
	$ 
	$ 

	Optional services (list each) 
	$ 
	$ 
	$ 

	Event management, if priced separately 
	$ 
	$ 
	$ 

	Technology or software pass-through 
	$ 
	$ 
	$ 

	Other billable expenses (list) 
	$ 
	$ 
	$ 

	Total 
	$ 
	$ 
	$ 


[Describe the annual increase method and any one-time transition fees below the table.]

