REQUEST FOR PROPOSAL
HOA Management Services
A simple template for volunteer HOA boards
	Association
	[Enter information]

	Community Location
	[Enter information]

	Number of Homes
	[Enter information]

	Proposal Due Date
	[Enter information]

	Primary Contact
	[Enter information]


Purpose
This RFP helps the Board compare management companies using a short, consistent set of questions. Vendors may attach supporting information, but concise responses are preferred.
1. Community Snapshot
	Current management
	☐ Self-managed   ☐ Professionally managed

	Desired start date
	[Enter date]

	Amenities / common areas
	[Brief list]

	Assessment frequency
	☐ Monthly   ☐ Quarterly   ☐ Semiannual   ☐ Annual

	Major current projects
	[Brief description or none]

	Primary concerns
	[Example: responsiveness, reporting, vendor follow-up]

	Other helpful context
	[Optional]


2. Services Requested
Check the areas the Board wants included. Vendors may recommend additions or exclusions.
☐ Financial management and monthly reporting
☐ Assessment billing and delinquency tracking
☐ Board meeting and administrative support
☐ Homeowner communication and request tracking
☐ Vendor coordination and contract follow-up
☐ Common-area inspections and maintenance coordination
☐ Records and document management
☐ Transition and onboarding support
3. Vendor Response
Please answer the questions below in order. Concise responses and supporting attachments are welcome.
1. Briefly describe your company, local service area, and experience with communities similar to ours.
2. Who would be our primary contact, and approximately how many communities does that person support?
3. How do you track homeowner questions, open issues, vendor follow-up, and items requiring Board action?
4. What financial reports does the Board receive each month, and when are they normally delivered?
5. How would you manage the transition from our current structure or management company?
6. What technology or portals are included for Board members and homeowners?
7. Provide up to three relevant references. Newer firms may provide professional references and sample reporting materials.
4. Pricing
Please complete the table below and identify any other recurring or one-time fees.
	Fee Item
	Amount
	Frequency

	Base management fee
	$
	

	Setup or transition fee
	$
	

	Additional meeting fee
	$
	

	Mailing / printing charges
	$
	

	Technology or portal fee
	$
	

	Project management fee
	$
	

	Other recurring fees
	$
	

	Other one-time fees
	$
	


5. Contract and Transition
1. Proposed contract term and renewal provisions: [Vendor response]
2. Notice required for termination and any termination fee: [Vendor response]
3. Expected onboarding timeline: [Vendor response]
4. How records, financial data, and homeowner balances will be validated: [Vendor response]
5. How association data will be returned at the end of the relationship: [Vendor response]
6. Submission Instructions
	Submit to
	[Name and email]

	Questions due
	[Date]

	Proposal due
	[Date]

	Interview date
	[Date or TBD]

	Anticipated start
	[Date]


7. Board Evaluation Worksheet
Use the same scorecard for each company. Score each category from 1 to 5, where 5 is strongest.
	Category
	Weight
	Score
	Notes

	Responsiveness and communication
	20%
	
	

	Financial reporting and controls
	20%
	
	

	Assigned personnel and capacity
	15%
	
	

	Transition approach
	15%
	
	

	Service fit and technology
	10%
	
	

	Pricing and contract terms
	10%
	
	

	Experience, references, and overall confidence
	10%
	
	


Board discussion prompts
☐ Which company gave the Board the clearest understanding of how work will be tracked and reported?
☐ Which proposal best reduces the Board’s workload without giving up appropriate oversight?
☐ Which company appears most capable of managing a smooth transition?
☐ Are all important fees, responsibilities, and contract terms clear?
The Board may modify this template to reflect the community’s needs and governing documents.
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