SAMPLE

REQUEST FOR PROPOSAL

for a

SERVICE

for the

ASSOCIATION NAME HERE




I.    BACKGROUND

SAMPLE:

The Michigan Society of Association Executives (MSAE) is the state allied society for Michigan.  We are the association's association in Michigan that offers educational programs and networking opportunities for association executives and suppliers throughout the state.  We are often the "model" that other statewide associations and non-profits follow in terms of programming, technology and processes.  Our mission is to help prepare competent association professionals for Michigan's future.

Over the past decade the Michigan Society of Association Executives has grown in number of staff from one to nine and has an annual budget of $ 800,000.  In addition, the membership of MSAE has grown from 240 to 1,100 members.  MSAE anticipates continued growth in the future.

MSAE's key functions are:  education, publications and advertising, member development and member services and support.

We are looking for a vendor that will help provide solutions to our needs while showcasing how membership software can benefit smaller associations.

MSAE is soliciting a proposal from your organization for a [SERVICE] that will meet the requirements outlined below. 
	

II.	DESCRIPTION OF CURRENT PROCESSES


SAMPLE:

The platform on which MSAE currently operates is Macintosh and finding a software system we can use within this system that would be our first choice.  However, if the software system we find that meets our requirements operates only on the Microsoft Windows platform, we would consider changing our platform.

The current database, housed in Filemaker Pro, has allowed the organization to maintain a host of data and manipulate it in various reports.  We use that data to track members' involvement with the association and to track prospective members interests and involvement, as well.  However, we now need a relational database that will allow the organization to move to a one to one marketing approach.

We are currently unable to use the data relationally and cannot, at one time/place see all events, programs, purchases, etc. for any one member.  We are unable to effectively use the data we have to market to our members.  In addition, we do not keep any historical information on past members.  Currently, these former members are deleted from the database.

MSAE processes approximately 150 new members per year and 80 program registrations per month.  We process 50 - 60 advertising transactions every two months and process about 10 new subscriptions a year.  In our accounting program we generate approximately 75 checks per month and we do our payroll in house.   Currently we export data to produce our monthly statements and reports with Excel.

MSAE currently has eleven (11) computer stations which are connected by an apple ethernet network.  Eight of these stations are on-site and three are at remote locations.  All data is available to and shared by all the users on the network.

In addition, MSAE is interested in changing from the current apple ethernet network to a client/server network system.

Please note that MSAE will only accept a new system that will allow for whatever growth MSAE experiences in the future both with additional computer stations (either remote or on-site) and with increased membership and programs offered.



III.	OVERALL SYSTEM REQUIREMENTS

SAMPLE:

The system selected must meet these minimum requirements:

 •	User friendly.
 •	Y2K compliant.
 •	Fully integrated with current software packages.
 •	Will allow customizing of reports, etc.
 •  	Multi-user system with multi-level security system included.  Current number of users is 11.
 •	Links into accounting software.
 •	Direct link to Web - system must have a web component that will integrate with the web.  Our current site is created in cold fusion.  Web capabilities must include:  firewall/security for the data as well as our site, on-line registration for events, with a capability for staff to check incoming registrations from the web to "weed-out" any incomplete or incorrect data before it merges into the database.

  •   Relational Database
	- Core: Membership & prospective members
Links ID number to membership category
Complete current information (i.e.: name, address, professional designation, company, phone, e-mail,  etc.)
	memberships & affiliations		
	code involvement level
	recruitment source
   			all programs attended	

- Activity Data
	Records all purchases and inquires
	Subscriptions
	List of codes for requested information
	Keyword search
	Sponsors
	Ad sales

 - Volunteer Information
	Committee and/or board affiliations
	Date joined
	Number of years  of membership
	Willingness to participate
		
- Professional Development
	Record all attendance at meetings
	Use as we use separate registrations - to do name badges etc.
Records CAE points and indicates when points are sufficient for CAE                      eligibility
	Indicates which breakout sessions were attended
	Speakers

- Dues
	Bills by association or organization
	Indicates who gets bill
Links to all others within same organization
	Generates new member letters
		Records payment specifics
		Prorates for next year
		
-  Communications Method
	Shows preferred communications method
	Bar Codes mail
	Indicated what publications they've requested
	Records marketing effectiveness

-  Organizational data
	Budget size
	Industry category
	Staff size
	Type of hardware and software utilized
	Information about membership size and scope
	IRS Classification
	Legislative priorities
	List of all staff that are not members with titles & 	responsibilities
	Listing of educational offerings to their membership		
Listing of all trade shows
	Record all insurance offerings
	Type of Member services most often used
	Meetings buying information
	US House & Senate district
	State House & Senate district

-  Personal information
	Photo
	Anniversary date with position 
Credit card information, card number, expiration date, etc.
Family information
Hobbies
Biography
	


IV.	ADDITIONAL REQUIREMENTS

SAMPLE:

Hardware Requirements
Processor, memory, and disk space required on all workstations and servers.
Operating system
Backup and recovery system.

Training
Total cost of recommended and required training.  Location, hours and dates of upcoming training.

Installation
Schedule of installation, including a time-frame for data conversion to be fully operational by the MSAE staff.

System Support and Upgrades
Provide a copy of your software maintenance contract, the warranty, and the maintenance service provided under the warranty.  Provide the costs for the next three (3) years.

References
Provide a list of five (5) customers who use your proposed software.  Provide the company's name, individual's name, and phone number to allow us to contact them regarding the use of your product.

Contract
Briefly describe your various plans and the advantages of each.  Include a sample of your software purchase agreement.  Be sure to include warranty.  Also, is there a trial period for the proposed software?  If so, what are the time periods and what are the requirements to return the product if the customer is not happy with it?

Cost
List modules proposed with costs for each.
List modules required to fully utilize the product with costs for each.
Data conversion costs.
Cost for adding users to the system.

Miscellaneous
Does your software need to be customized for MSAE requirements?  If so, what are the costs  and time frames involved?
Is the software Odbc compliant?
Will the system do bar coding of mailings and how many characters does it allow?
Can system be compatible to allow computer to automatically display record of caller upon answering telephone? 

In addition to the above proposal information please specify any annual service fee, cost of installation or training fee or other associated cost that is not included in the purchase price of the product.


V.	TIME FRAME

MSAE reserves the right to award the bid by line item and to accept of reject any or all parts of the bid.

Bidder should include any additional information not specifically requested if he/she believes it will be helpful in the evaluation.

MSAE reserves the right to request any additional information which may be deemed necessary after the receipt of the proposal.

The proposal must be signed by a person authorized to legal bind the bidder.

Proposals are due in the MSAE office no later than [DUE DATE] and any vendors selected for a brief demonstration will be notified after [DEADLINE].

MSAE will select a product for purchase prior to [TIMEFRAME] and budget it into our next fiscal year which begins on October 1. 

MSAE requires that the system be in place and in use on or before January 1. 

VI	SUBMITTAL INFORMATION

Please submit in written form  five (5) copies of a proposal encompassing the elements outlined above to the MSAE office by one of the following methods by end of business (5:00 p.m. EST) on June 22. 

By U.S. mail, UPS or Federal Express to:

Insert Contact Information Here


By E-mail:

Insert Email address Here

** Note:  if sending via e-mail file must be a word document or PDF. 


Any questions may be addressed to:

		Insert Contact Information Here



Thank you for your interest in working with MSAE.
