BidsScores  ·  free RFP template
Request for Proposal — HOA management services
Edit every [bracketed] field before sending. Delete this line.
	Issued by
	[Association / owner / management company name]

	Property
	[Property name and address]

	Date issued
	[Date]

	Site walk
	[Date, time, meeting place — attendance recommended]

	Questions due
	[Date] — in writing to the contact below; answers shared with all bidders

	Proposals due
	[Date and time] — [email / delivery address]

	Contact
	[Name, title, email, phone]


1. Introduction
[Association / owner name] invites qualified contractors to submit proposals for hoa management services at [property name], [number] [units / buildings / acres] located at [address]. This request describes the scope, the pricing format, and how proposals will be evaluated. All bidders receive the same information.
2. Scope of work
Price the following. If you propose any change, price the scope as written first and list the alternate separately.
1. Financial management: monthly financial statements, budget preparation, reserve tracking, accounts payable, and assessments collection
1. Collections and delinquency process consistent with governing documents and applicable law
1. Vendor management: bidding, contract administration, insurance certificate tracking, and work-order follow-up
1. Property inspections [monthly / quarterly] with written reports
1. Board support: meeting notices, agendas, attendance at [number] meetings per year, minutes, and annual meeting
1. Owner communications, owner portal, and response times for owner inquiries
1. Architectural review and covenant-compliance administration
1. Records retention and owner records requests
1. Transition: takeover of records, bank accounts, vendor contracts, and owner data
3. Contract term & schedule
[One]-year initial term beginning [date], with termination provisions and records-return obligations stated in the proposal.
4. Pricing schedule
Complete every line. Do not use allowances, 'TBD', 'by others', or 'as needed' — proposals that do will be treated as excluding that work. Unit prices will be used for any added or deducted work.
	Item
	Unit
	Unit price
	Est. quantity
	Extended total

	Base management fee
	per door per month
	
	
	

	Additional board meetings
	per meeting
	
	
	

	Resale / estoppel certificates
	per certificate (paid by whom?)
	
	
	

	Collection letters and fees
	per action (paid by whom?)
	
	
	

	Project management of capital projects
	% or flat fee
	
	
	

	Copies, postage, and mailing
	per item or pass-through
	
	
	

	Start-up / transition fee
	one-time
	
	
	

	All other fees not listed
	itemize
	
	
	

	Total (all lines)
	
	
	
	


5. Bidder qualifications
Include the following with your proposal:
1. Active contractor license(s) for the work in this jurisdiction (copy attached)
1. Certificate of insurance: general liability [$1,000,000 per occurrence / $2,000,000 aggregate — confirm with your insurance agent], auto liability, and workers' compensation, naming [Association/Owner] as additional insured
1. Three references from similar properties in the last three years, with contact names
1. Years in business and the name of the on-site supervisor or account manager
1. Professional designations held by the proposed community manager (e.g., CMCA, AMS, PCAM) and state license if required
1. Fidelity bond / crime insurance and errors & omissions coverage amounts
1. Portfolio size per manager and the backup when the manager is out
1. Sample monthly financial package and sample inspection report
6. Exclusions & assumptions
List every exclusion and assumption in your proposal. Anything not listed is assumed to be included in your price.
7. Proposal submission
1. Completed pricing schedule (Section 4)
1. Qualification documents (Section 5)
1. Proposed schedule, crew size, and supervisor
1. Warranty terms in writing
1. Exclusions and assumptions (Section 6)
1. Proposal valid for [60] days from the due date
8. Evaluation
Proposals will be evaluated on:
1. Total cost on the pricing schedule, compared on full scope (nothing excluded)
2. Completeness — every scope item priced, with no allowances, 'TBD', or 'by others'
3. Qualifications, references, and experience with similar properties
4. Schedule, staffing, and responsiveness
5. Warranty and contract terms
[Association / owner] may accept any proposal, reject any or all proposals, waive minor irregularities, and negotiate with one or more bidders. Submission of a proposal does not create a contract.
Signature
	Company
	

	Authorized signer / title
	

	Signature / date
	


Template from bidsscores.com/templates — have your association counsel review before use. Compare the bids you get back at bidsscores.com.
