REQUEST FOR PROPOSAL
for professional community management services
[Your Community Name Here]

[Month, Day, Year]
Dear Prospective Management Company, 
The Board of Directors of the [Your Community Name Here] would like to request a proposal for professional community management services from your company. In addition to your responses to the list of questions provided in this RFP, we request that you provide us with a thorough and detailed proposal containing all information you feel adequately represents your company and community management services. 
Community Information: 
Name: 
Location: 
Property Type: 
Number of Homes: 
Number of Board of Directors: 
Number of Board of Directors meetings per year:          / Meeting Duration (hours): 
Number of Committee meetings per year:         / Meeting Duration (hours): 
Community Features/Amenities: 
Other important community details (commercial properties, on-site staffing, benefitted parcels etc.): 
RFP Point of Contact: [Name, Board Position, Phone #, Email Address]

Specific Expectations of the Board of Directors:
List of specific Board expectations for the prospective management company and/or list of the required scope of services (optional category – may be deleted if not necessary). 

Additional Information for Prospective Management Company to Provide:

MANAGEMENT COMPANY

1. Please provide a detailed history of your firm.

2. How many associations does your company currently manage?

3. What are the strengths of your company?

4. Please explain your company philosophy and mission statement and what steps you take to ensure continued exceptional service is provided.

5. What industry organizations is your company a member of?

COMMUNITY MANAGEMENT 

6. What "value added" services can your company provide to the association and its members?

7. What is the expectation of your Community Managers for communicating regular updates to the Board?

8. Please describe the support structure that assists your Community Managers in their day-to-day management of the associations they serve.

9. What does your company do when a Manager is out of the office unexpectedly or for vacation? What type of a Manager structure do you have if a Manager moves onto another opportunity or needs to be replaced?

10. Do you provide an after-hours answering service system? If so, please describe in detail.

11. How does your company assist with the Design Review Committee (DRC)/Architectural Review Committee and request submissions?

12. What education benefits are provided to the management staff?

13. Do you have a vendor screening system to assist associations with recommended vendors? If so, please describe?

ACCOUNTING & FINANCIAL MANAGEMENT 

14. Does your company's accounting department have a segregation of duties? If so, please describe them in detail. Does an outside party review these processes at regular intervals? If so, please describe.

15. What is your accounts payable cycle from receipt of invoice, including how invoices are submitted to the Board for review and approval?

16. Describe the management software that your company utilizes.

17. Who oversees your accounting department and generation of monthly financials?

18. Please describe your collection process on delinquent accounts and the cost to the Association and fees paid to your company. 


TECHNOLOGY & INNOVATION 

19. Does your company provide digital communication and resident engagement tools for homeowners and Board members? Please describe the features and capabilities available, including mobile applications, homeowner portals, Board collaboration tools, electronic communications, document access, notifications, and other resources that support community operations and communication.

20. Please describe your cyber security capabilities.

21. What assessment payment options does your company provide to owners and are there fees associated with these options?

22. Can you provide electronic statements (eStatements)?

23. Do you provide electronic voting (eVoting)?

24. Does your company have communication tools that allow the Board to send messages or alerts to both owners and tenants and is there a cost associated with this tool?

25. How are association records stored by your company?

26. How does your company secure and backup digital data and electronic documents?

27. Does your company keep a searchable database of violations?


Information for the submittal of Proposals: 
Please send an electronic copy of your proposal submittal to: [email]

Proposals shall be received no later than close of business on [month, day, year]. It is anticipated that the Board will review the proposals and decide at our [month] meeting. The anticipated start date for the management company to begin management services is [month, day, year].

Sincerely, 
[RFP Point of Contact Name] 
[Board Position] 

