REQUEST FOR PROPOSAL (RFP)
Community Association Vendor Proposal Request
Association Information
Association Name: ________________________________________
Property Address: ________________________________________
Management Company: ________________________________________
Community Manager: ________________________________________
Phone: _______________________
Email: _______________________
Date Issued: __________________
RFP Number: ___________________

Project Information
Project Name:

Project Description:
Provide a brief description of the project.




Project Objectives
The Association is seeking qualified contractors to:


Scope of Work:



Describe exactly what the Association expects.
Example:
· Materials to be used
· Quantity
· Locations
· Specifications
· Colors
· Manufacturer requirements
· Warranty expectations
· Cleanup requirements
· Protection of common areas
· Disposal of debris
Detailed Scope:





Proposal Requirements
Please include the following:
☐ Company Information
☐ Florida License Number
☐ Insurance Certificate
☐ Workers Compensation
☐ W-9
☐ References (Minimum 3)
☐ Years in Business
☐ Similar Projects Completed
☐ Project Schedule
☐ Warranty Information
☐ Material Specifications
☐ Equipment List (if applicable)
☐ Safety Plan
☐ Payment Schedule
☐ Total Project Cost
Timeline
Proposal Due Date:

Board Review Date:

Anticipated Award Date:

Projected Start Date:

Projected Completion Date:


Vendor Qualifications
Please answer the following:
Company Name:

Years in Business:

Primary Contact:

Phone:

Email:

Florida License Number:

License Expiration:

Insurance Requirements
Vendor shall provide:
☐ General Liability
☐ Workers Compensation
☐ Commercial Auto
☐ Umbrella Coverage (if applicable)
Minimum Coverage Required:
$_____________________
Association must be named as:
☐ Additional Insured

Warranty
Labor Warranty:

Material Warranty:

Manufacturer Warranty:


Please Submit References.
Proposal Checklist
Please verify all items are included:
☐ Proposal Letter
☐ Scope of Work
☐ Pricing
☐ Schedule
☐ License
☐ Insurance
☐ W-9
☐ References
☐ Warranty
☐ Material Specifications
☐ Exceptions to Specifications

Proposal Submission
Submit proposals to:
Manager:

Email:

Mailing Address:


Proposal Due:



