
Sample RFP 
for 
Home Owners Associations 
Seeking
Management companies. 

Request for Proposal

For Community Property Management

For General HOA

Introduction and Background

The Home Owners Association Board (“HOA Board”) for General Community(GC) is accepting proposals for turnkey community management services of GC. GC is a guard gated community comprised of XXX single residential units located in General Las Vegas Area. 

The successful proposer will be selected by the HOA Board in the HOA Board’s sole discretion based on several criteria to be described in this Request for Proposal (RFP), and the final judgment of the HOA Board based on its assessment of the various proposers. The decision of the HOA Board shall be final, and there shall be no appeals allowed.  The HOA Board must interview the specific manager that will be assigned to the community.

The total cost of the proposal effort, including without limitation, preparation and presentation costs, travel, models, and any other item associated with the marketing of the project shall be borne solely by the proposing company, and under no circumstance shall the HOA Board or any entity or person associated with the HOA Board be liable for any of said costs.

The existing community manager for GC is the CM. The existing contract ends December 31, xxxx.  Accordingly, the successful proposer must be ready to take full control of the community management project (“Project”) on January 1, xxxx.  It is anticipated that a one year contract will be issued to the successful proposer, with an option for the HOA Board to renew the contract on the same terms that are applicable to the initial year’s contract. As required by NRS statute, a 30 (thirty) day termination notice by the HOA Board will apply in any resulting contract.

This RFP is designed to allow the proposer the latitude to inform the HOA Board of its individual approach to performing the Project, with each proposal setting forth a detailed statement of the services to be performed.  This proposal must cover at least the items outlined below.

Description of  General Community

General Community consists of a guard gated community of xxx single residential units.  There are two additional non guarded gates providing entrance and exit to and from the community, these entrances have cameras and record the coming and going of residents.
 Common area facilities include:

1. An outdoor swimming pool, an outdoor spa.

2. Basketball court

3. Two tennis courts

4. Outdoor children’s play area

5. An indoor facility which includes

a. A fitness room

b. Meeting room

c. TV lounge area

d. An office

e. Three restrooms

f.  Common areas and roads exist throughout the community. 

All proposers are expected to make a detailed site investigation to familiarize themselves with the layout and content of the Community before submitting their proposals.

Arrangements for such site visits can be coordinated through:

 HOA President,  President’s Name  at (xxx) xxx-xxxx .

Scope of Services

The Community Project Manager shall furnish all those services necessary to provide a turnkey fully serviced community managed project, including, but not limited to management of contractors providing services for 

(1) Maintaining common area facilities, including maintenance and repairs.

a. Two resident gates with sally gates and main gates

b. One main guard gated entrance. 

i. Guard house and 24hour staff.

ii. Supplies for Guards

iii. Handle Guard calls when residents call the guard house.

c. Recreation center

i. Gym, equipment and building.

ii. Pool

iii. Basketball court

iv. Tennis Court

v. Resident lounge.

(2) Landscaping

a. Three entrances to the community

b. Recreation center landscaping

c. Various Common areas throughout the community, mainly fire access points with view gates.

(3) Security

a.  Manage the guards

b. Visitor Passes

c. Cameras in community

d. Control and issuance of gate transponders  xxxxxxxx Software

e. Key fobs entry to clubhouse using xxxxxxx software (membership)

f. Furnishing and implementing new industry standard software for gate security and Visitor access or use the existing GC software.

(4) Street cleaning.  

a. Done once per month.

(5) Enforcement of the 

a. CC&Rs, the rules and regulations

i. Issue and follow up on violation letters using  industry standard software furnished and implemented by the community manager.

ii. Manage the collection process,

b. the design guidelines

c. and all other governing documents

d. Posting of updated rules and regulations in common areas and the web page

e. Site visits for violations in accordance with the community manager’s contract proposal as finally negotiated 

(6) Timely preparation of the yearly budget.

(7) Accounting and financial reporting for board meetings.

(8) Preparation and issuance of payments to service providers following approval by the HOA Board

(9) Issuance of CC&Rs and other governing documents required by sellers of homes in the Project and for other purposes as deemed necessary by the HOA Board

(10) Issuing notices to homeowners:

a.  HOA meetings 

b.  ballots to home owners for election of HOA Board members

c.  Association rules and regulations

d. invoices for HOA dues and collecting payments for same

(11) Attending and recording the minutes of all HOA Board meetings, and executive sessions.

(12) Staffing the GC office (four) hours per week ( optional, to be addressed in proposal).

(13) Furnishing any and all other services necessary to provide a turnkey professional job of community management for the Project. The management company must have and employ its own resources to independently manage the day to day business of the GC HOA.
(14)  Disclose any third party contracts, such as for bookkeeping or accounting of GC business.
(15)  Provide the most recent financial reports to those requesting the information within five (5) business days of receiving the request.
(16)  Provide assistance to officers and directors of the GC HOA with regard to specific fiduciary duties.
(17) Assist in properly establishing and maintaining the HOA committees designated by the Board.
(18)  Attend, take minutes and keep complete records for all covenant hearings.
(19)  Timely prepare the annual audit in coordination with the HOA’s CPA.
(20) Provide at least semiannually a report to the Board of the HOAs’ current banking status. Provide the Board recommendations to minimize risks and confirm the best banking options.
(21)  At least twice a month do a drive and walk through in and around GC to monitor and record activity, violations, common areas and recreation center concerns. Take notes on the perimeter walls, buildings and landscaping in close proximity. Make recommendations on Master Association landscaping. Check the golf course tunnel and landscaping that affect the appearance of GC.  Provide a report to the Board.
(22) Keep in regular contact with the guards and discuss any concerns or suggestions. Report these discussions at each monthly HOA Board meeting.
(23)  Prepare/contribute an article to each monthly newsletter.
(24)  Assist in the development and implementation of/ or furnish a community web site.
(25) Disclose the management software that will be used to manage the community. Outline the abilities of this software.
(26) Describe how you will manage various issues reported by homeowners and give a general timeframe of how long it will take you to respond.

Evaluation Criteria

A number of factors will be evaluated by the HOA Board in selecting a Community Manager for this Project. All of the following factors, in addition to individual assessments by the HOA Board members of the most qualified candidate, for this assignment will be considered.  These factors will be considered in conjunction with one another, no single factor or factors will be given extra weight, but all factors will be given equal weight, and a composite judgment of the most suitable candidate for this Project will be determined by the HOA Board in its sole discretion.

(1) The HOA Board desires to maintain a safe and secure environment for its residents, and guests. Therefore providing a safe and secure environment is a key criterion for this Project. 
(2) The HOA Board also desires to maintain and enhance the appearance of our community.  This is important not only to the enjoyment of the community by everyone, but is essential to protecting and enhancing the property values within our community. Therefore, the maintenance and enhancement of the appearance of the community is a key criterion for this Project. 
(3) The experience of the proposer in successfully managing other projects of this type and size will be an important factor, as will the experience of the individual assigned to be the primary manager for this project. Each proposer shall submit a list of current and past projects which are representative of the GC community, together with the name and phone number of the person to contact as a reference. 
(4) The HOA Board has a particular interest in cost control. Therefore, we will be evaluating not only the costs of the proposer, but will be looking for cost containment and reduction actions that the successful proposer plans to bring to the Project, including but not limited to competitive bidding for community services contractors.
(5)  The proximity to and timely responsiveness of the proposer to the GC and its requirements will be a key factor in evaluating proposers.  The HOA Board provides on- site office space to the proposer to use one day a week, and at other times as the need requires, to increase its availability and responsiveness to residents and the HOA Board, and to improve its readiness to perform its responsibilities. Proposer’s proposal will address any of its plans to utilize this office.

Obligations of the Management Company
Proposer shall describe in detail the services and facilities that it will perform and furnish in conducting the Project.

Compensation

Proposer shall provide in its proposal the detailed basis of compensation for the project. Optional compensation approaches shall be proposed, including an “all inclusive” rate(excluding postage) and a basic per house pricing option. 

Proposed Contract

Proposer shall furnish as part of its proposal a suggested form of agreement which shall be subject to the negotiation of the parties. This agreement shall incorporate all applicable terms of the proposed agreement, including but not limited to compensation, insurance, indemnification of the HOA, HOA Board and its members, statement of services to be provided, termination, warranty of services and other provisions typically included in agreements for the same or similar services.

Information for Submittal of Proposals

GC Home Owner’s Association

xxxx xxxxxxxxx Drive 

General Las Vegas Area, NVxxxxx
Any questions relating to your proposal should be directed to 
HOA President President’s Name at (xxx) xxx-xxxx. 

When your proposal is complete please mail to: 

Enter address here.
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