[DATE]

[ADDRESS]


re:
Request for Proposal

Dear

[NAME OF ASSOCIATION] is [GENERAL DESCRIPTION INCLUDING SIZE AND TYPE OF ASSOCIATION].   We seek your proposal for [DESCRIPTION OF SERVICE: e.g. RESERVE STUDY, TRANSITION STUDY].

Your proposal should be delivered to [NAME AND ADDRESS] no later than [DATE].  If there are any questions with regard to this RFP, or to request a site visit, please contact [NAME, TITLE] at [PHONE, EMAIL].

The tables attached should be helpful in formulating your proposal.

1. BACKGROUND

[DESCRIBE GENERAL CHARACTERISTICS OF THE ASSOCIATION INCLUDING AGE, SIZE, PREVIOUS STUDIES AND SPECIAL CONCERNS.]

2. SCOPE OF SERVICES

[CHOOSE FROM THE FOLLOWING PARAGRAPHS OR DEVELOP YOUR OWN.]

The Consultant shall perform a Standard Reserve Study.  The consultant shall meet with the association and review available documents and records to develop a list of common elements that are covered by the capital reserve budget.   Consultant shall then perform a site inspection to evaluate all previously listed common elements, and develop a cost schedule for their repair/replacement.  The report shall contain a projection of the costs and expenses, an assessment of the adequacy of current funding to meet those costs and expenses and, where funding is insufficient, the amount necessary to fulfill the statutory funding requirements of the association (zero funding, baseline funding, threshold funding or full funding) as shall be determined by the board.  The study shall be in conformance with the National Reserve Study Standards of the Community Associations Institute, the American Institute of Certified Public Accountants, and any state and local requirements.

The Consultant shall perform a Standard Reserve Study Update.  Using data (lists and quantities) developed previously by others, the Consultant shall perform a site inspection to evaluate all previously listed common elements, for the purpose of confirming and/or updating the projections made in the pervious report.  The report shall contain an updated projection of the costs and expenses, an assessment of the adequacy of current funding to meet those costs and expenses and, where funding is insufficient, the amount necessary to fulfill the statutory funding requirements of the association (zero funding, baseline funding, threshold funding or full funding) as shall be determined by the board.  The study shall be in conformance with the National Reserve Study Standards of the Community Associations Institute, the American Institute of Certified Public Accountants, and any state and local requirements.

The Consultant shall perform an Enhanced Reserve Standard Reserve Study with Property Condition Assessment. The consultant shall meet with the association and review available documents and records to develop a list of common elements that are covered by the capital reserve budget.   Consultant shall then perform a site inspection to evaluate all previously listed common elements, and develop a cost schedule for their repair/replacement.  The consultant shall apply sound engineering judgment when considering alternative scheduling and/or construction materials and methods to optimize funding requirements and value and, to the extent possible, incorporate owners specific concerns and desires.  The report shall contain a projection of the costs and expenses, an assessment of the adequacy of current funding to meet those costs and expenses and, where funding is insufficient, the amount necessary to fulfill the statutory funding requirements of the association (zero funding, baseline funding, threshold funding or full funding) as shall be determined by the board, and options for achieving the necessary funding levels.  The report shall also contain a written assessment of the current condition of the common building areas, systems, and components, to be used by the association in further evaluation and maintenance planning.  The study shall be in conformance with the National Reserve Study Standards of the Community Associations Institute, the American Institute of Certified Public Accountants, and any state and local requirements.

Please describe your approach to these services in sufficient detail for us to form a complete opinion of the nature and duration of your services.  Please provide [X] copies of your final report.

3. QUALIFICATIONS

The consultant should be able to demonstrate experience with similar types of assignments.  Professional licensure (e.g. Professional Engineer – P.E.) and peer endorsement (e.g. Reserve Specialist – R.S.) is preferred.  

Please provide at least two references for related services.  In addition, the consultant must be able to demonstrate that the financial analysis model being used is credible and complies with industry standards.

4. SCHEDULE, TERMS AND FEES

Please provide a firm, fixed price quote for services as described herein, as well as hourly rates and charges for any additional work that may be authorized, along with your payment terms.  Please state when you anticipate being able to begin work and when you expect the work to be completed.  State any conditions that may limit or restrict your ability in any way.  Provide evidence of professional liability insurance with limits of at least $1 million per claim 

5. ADDITIONAL REQUIREMENTS

You will be required to attend X meetings [ELABORATE ON TIMING AND PURPOSE OF MEETINGS].

You will be required to submit a draft report by [DATE] and {X} final copies of your report by [DATE].

In addition, we request that you pay particular attention to [DESCRIBE ANY AREAS OF SPECIAL CONCERN].

6. CONCLUSION

We [THE BOARD] expect to make a decision by [DATE] and award this assignment by [DATE].   The following criteria will be used to evaluate your proposal:

· Qualifications of the individual(s) performing the service.

· Experience with similar projects

· Approach to the work

· Local business.  Preference will be given to those companies with offices nearby.

· References

Thank you for submitting your proposal in confidence.

Sincerely,
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