SAMPLE REQUEST FOR PROPOSAL

COMPENSATION AND BENEFITS SURVEY
DATE
TO:



__________ plans to conduct a survey of the compensation and benefit packages provided to (profession or industry) in a variety of job categories in the state of Georgia.  This information has been shown to be very relevant to association CEOs in developing staff compensation programs and to board of directors who negotiate salary and benefits for their chief executives.  This information was last reported in_____; although a survey was conducted in, no report of the data was issued at the time because of a shortage of responses.  With the current economic situation regarding human resources in Georgia, , this information has become more crucial.  Recent Internal Revenue Service case law indicates that associations need to make their compensation decisions with sound, reliable market data, and __________ is in a unique position to collect and report this information.

__________ invites you to submit a bid for printing and mailing the questionnaire, collecting the data, entering the data, tabulating and analyzing results, and preparing an executive summary and in-depth report.  The data need to be correlated with certain variables, such as type of organization, staff size, budget size, and membership type, so that executives seeking market information are provided like markets for comparison.  The desired survey instrument in enclosed.  We do not anticipate any material changes unless the selected vendor recommends minor changes in the format in order to ease data collection and tabulation.  

To be considered, bids must be received by close of business (5:00 p.m. eastern time) Friday, September 24, 1999.  Vendor selection will be made by October 1.  We would like to have a conference call or meeting with the selected vendor, committee representatives and me the week of October 4.   All those submitting bids will be notified in writing about __________’s selection for this project.

__________’s Market Research Committee will supervise the development of the survey instrument and cover document to explain to survey participants the nature of the information requested, the manner in which it will be handled, and the value of participation and of __________’s having this information available.

The selected vendor will be expected to mail the instrument to the targeted executives in such a manner than respondents will be tracked while maintaining strict confidentiality of their responses.  After a pre-determined period of time, those who have not responded should receive follow-up communication emphasizing the importance of the research and encouraging their participation.  Our goal is at least 50% participation of the approximate member number currently holding membership in __________.  Other non-member organizations may also be invited to participate, but will not be included in our goal for response.  We anticipate an estimated 50 non-member organizations may be included.  All data regarding target respondents will be supplied by __________.  Since this goal was not reached during our last effort, we hope to increase the response rate by increased tracking and follow up.  __________ volunteers are prepared to assist in this effort, as long as the confidentiality of information is not compromised.

The planned time line is:

Mail survey instrument by October 15

Collect data by November 29

Publication of research report by mid-February of 2000, contingent upon responses.  I will discuss with selected vendor the report design and format prior to data collection so that anticipated results are clearly and mutually understood.

The format of the research report will vary somewhat from the 1995 document to improve upon the ability of users to find common market factors for appropriate comparison and to expand upon the data regarding types of benefits offered.  __________ must receive the tables in hard copy and on diskette in a format suitable for output by the association’s printer of the report.

Given the nature of the research, the selected vendor will have proven experience conducting studies in the not-for-profit sector.  

Please address all inquiries and proposals directly to me at the __________ office, or via email to _______.  Thank you for your interest.  I would be happy to respond to any questions regarding clarification of any areas of the project.

Sincerely yours,

Name
Title
