SAMPLE REQUEST FOR PROPOSAL

Background

___________ is the professional association for ___________. ___________  has about ________members who work in the ___ field. The mission of ___________  is ____________.

We have ___ events each year along with an annual meeting and tradeshow. Publications include a membership directory, monthly e-mail newsletter, semi-annual salary survey, and a meetings guide published every three or four years. We offer two educational symposia outside of our luncheons and annual meeting. 

We have ___ staff employed full-time by the association. 

Request for Proposal

The balance of this document describes the vision we have for our database. Please respond in writing describing how your firm will provide the services requested and your proposed compensation for both the development and ongoing maintenance and hosting of these services. A timeline for implementing the services is also requested. Please provide a draft contract for the services you propose to provide. Note that items are numbered in the request. It would be helpful for responders to correlate their proposals with the numbers we have used in the request.

There may be better ways than we have proposed to provide the same or improved functionality described in this document. Please send any questions or suggestions you may have to____________. If your question involves a clarification of the RFP, the question and answer will be provided to all invited vendors. If your question is about the acceptability of an alternate solution, please identify the question as proprietary, and the answer will only be provided to the vendor asking the question. If we disagree on the proprietary nature of the question, we will not answer the question until we are both in agreement on the correct nature of the question.

Proposals are due ________________, at 12 noon EST. They may be delivered by e-mail to ___________. Documents unsuitable for e-mail may be mailed to ____________ at ___________ . All proposals will be considered, and leading candidates may be asked to make presentations to our Board of Directors. 

We anticipate announcing the selected vendor, if one is chosen, by____________. We will then begin negotiations with any selected vendor to finalize the terms and conditions of contract. If we are unable to negotiate the contract satisfactorily, we reserve the right to terminate negotiations and select another vendor.

General Vision

___________ ’s database should serve a variety of purposes. Most importantly, there are several issues of functionality which must be addressed.

 Items We Want to Maintain

· Member Service and Support – including easy look-ups, capturing the demographic type information on our associations as well as our corporate members;
· Buyer’s Guide – linked to the master company record for corporate members. 
· Association by Categories - Searchable and reports available to list each active association member by master association record and individual member record.  This includes the demographic info on the association (including staff size, budget)

· Married records - Master company to primary corporate member record
Association master record to all individuals who work for that association 
Searchable roster
· Event Management and Registration Tracking – All through the store 
Reg Online – use a form, pay, and a user fee, when they sign in, it will work with SML – self populating fields
· Education and Certification Tracking - store
· Dues Tracking and Billing Automation – store catalog
· Accounting Integration – with QuickBooks
· Legislator Tracking – like capitol impact?
· Mailing Lists, Labels, Name Tags
· Marketing Automation 

· Reports 

· Tasks, To-dos, Reminders 

· Tracking Boards, Groups and Committees 

· Donor and Fundraising Management 

· Purchase and Transaction Histories 

· Web-form Integration
Functionality via our Web site
1. The ability to register for ___________  events and purchase ___________  materials, and create an order entry and payflow record in the database, without manual re-entry

2. Renewals for both individual members and corporate members, without manual reentry into our database

3. Updates, by members, in the online directory which are reflected in the real-time database

4. Registration for committees or shared interest groups online which are reflected in the real-time database

5. Listserves and online communities which are linked to the database and updated at least nightly with those members who are signed up
6. Collaboration tools: we want to be able to host discussion groups and listserves, post documents for committee review, etc. This function should be limited to members. Further, we require that some portions of this area be limited to select groups of members, such as the Board of Directors.

New Items We Require 

1. ___________  staff must be able to design and run reporting features of data without the use of outside consultants

2. Adequate technical support to trouble-shoot issues

3. No additional charge for routine upgrades

4. Ability for multiple staff to be in the system at the same time

ASP Model 

We wish to consider utilizing an ASP model for our membership database and accounting software. We believe that this model works well for small associations like ours. ___________  often experiments with new models so that its experiences can be shared with members. Many of our members see the advantages of this model but are unwilling to test it themselves. ___________  could fill that role if it is financially feasible. 

In considering the ASP model, our goals would be to:

· Integrate our membership database and accounting with our Web site. We would like on-line registrations to process through membership and accounting without any staff entry. 

· Provide for a live on-line directory with members being able to access and update their own records.

· Allow staff to access the database and accounting programs from remote locations.

· Decrease our need to constantly update and upgrade hardware in the office.

Financial Security of Vendor

The financial volatility of the technology sector concerns us as we consider entering into a partnership with a technology firm. Many Web site developers and hosts have failed, and others have merged. We seek assurance from potential vendors that they have a strong business plan and sufficient capital to maintain operations. This is particularly important if we choose to utilize an ASP provider and our membership database and accounting packages are intimately tied to the vendor.

Please provide any documentation you feel would be useful in convincing us of your long-term survivability. This may include but is not limited to audited financials, annual reports, articles from the trade press. Additionally, while no one prepares to fail, we ask that you provide us your plan for ensuring that customers continue to be served if you file for bankruptcy or are purchased by another vendor. For example, we know that some vendors place the source code for their programs in escrow so that the customer can have access to the code in the event of business failure. 

