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The San Diego Society for Human Resource Management (SD SHRM) is seeking a management 
company to provide association management services and fulfill the role and responsibilities of 
Executive Director.  As described below, the organization is dynamic and multi-faceted.  Most 
positions on the SD SHRM Board turn over on an annual basis, so we require a stable, sophisticated 
and organized management company to act as Executive Director.   
 
A. OVERVIEW OF SAN DIEGO SOCIETY FOR HUMAN RESOURCE MANAGEMENT 
 
SD SHRM is a local chapter of the national Society for Human Resource Management.  SD SHRM 
covers all of San Diego county.  SD SHRM is a human resource professional services organization.  
We share the mission of national SHRM to: 
 

• Build and sustain partnerships with human resource professionals, media, governments, non-
governmental organizations, businesses and academic institutions to address people 
management challenges that influence the effectiveness and sustainability of their 
organizations and communities. 

 
• Provide a community for human resource professionals, media, governments, non-

governmental organizations, businesses and academic institutions to share expertise and 
create innovative solutions on people management issues. 

 
• Proactively provide thought leadership, education and research to human resource 

professionals, media, governments, non-governmental organizations, businesses and 
academic institutions. 

 
• Serve as an advocate to ensure that policy makers, law makers and regulators are aware of 

key people concerns facing organizations and the human resource profession. 
 
SD SHRM has been active in San Diego since 1945 years and is one of the largest human resources 
organizations in the area.  SD SHRM supports over 700 members with networking and education 
services.  The organization currently holds one monthly member meetings in central San Diego , 
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provides regular conferences (Annual Law Day and Workplace Strategies) and programs, engages in 
outreach to veterans and displaced workers, publishes a monthly newsletter and weekly email 
communications, engages in outreach to elected officials on human resources matters, provides legal 
updates to members, facilitates  certification prep courses for the SHRM – S/CP and S/PHR  
certifications and hosts two radio programs per month.    The Board of SD SHRM consists of 
approximately 14 members and is comprised of several active committees, including communication, 
sponsorship, membership, programs and education. 
 
B. SUMMARY AND SCOPE OF SERVICES SOUGHT 
 
SD SHRM is seeking a management company to provide association management services and fulfill 
the role and responsibilities of Executive Director.  We are seeking a professional and well-organized 
company to provide dynamic, personal and prompt service to SD SHRM members and the Board.  We 
also need a company who will provide technical expertise in all aspects of association management, 
including but not limited to, financial management, administrative expertise, event management, and 
marketing efforts.  We also need the management company to help grow our membership and take 
advantage of new technology to communicate with our members. 
 
The scope of services sought as part of this RFP is attached to this letter as Exhibit A.  The scope of 
services is broad in scope and not comprehensive.  Other duties will be needed as determined by the 
Board from time to time.  The final contract between SD SHRM and the selected organization will 
delineate expected duties and other terms and conditions of service.  The entity selected will perform 
services for SD SHRM as an independent contractor and will not be in an employment relationship 
with SD SHRM. 
 
While it is open to proposal, SD SHRM prefers a firm, fixed price contract for all services provided.  It 
prefers a multi-year, base period arrangement with option years and earlier termination options. 
 
C. SUBMITTAL AND RESPONSE REQUIREMENTS 
 
Responses must be submitted via scanned email copy sent to andyc@gardencommunitiesca.com and 
hwhitley@manpower-sd.com.  The due date for submission is February 28, 2017.  Each response 
must include all of the elements listed below.  Incomplete and/or late responses will not be considered.  
SD SHRM reserves the right to seek additional information and clarification from respondents during 
this stage of the RFP process. 
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Each response must respond fully to the following inquiries:   
 

1. Provide the full legal name of your entity as well as the full legal name of any parent, subsidiary 
and/or related entities.   

 
2. Describe the nature of the entity (i.e., state whether it is a corporation, limited liability company, 

joint venture, partnership or other entity). 
 

3. Provide the name of all entity owners and/or shareholders.  
 

4. How many years has the entity been in business?  How many employees does the entity 
employ?   

 
5. Does your entity utilize independent contractors?  If so, how many? 

 
6. Provide the principal place of business and a contact person, title, telephone number, email and 

other relevant contact information. 
 

7. Provide a Certificate of Good Standing or other evidence of the entity’s existence issued by the 
Secretary of State in the state in which the entity is organized. 

 
8. Provide evidence of insurance, including commercial general liability, Workers’ Compensation 

and Automobile Liability.  Describe any other types of insurance your entity has to ensure 
against legal risk. 

 
9. Provide evidence of financial stability.  SD SHRM is seeking this information to ensure that 

respondents have financial stability to assure good faith performance of services.  Evidence of 
financial stability may include, but is not limited to, most recent financial statements. 

 
10. Submit at least three references that discuss the quality of respondent’s association 

management services.  Include the date services were provided, a general description of the 
services and a contact person and telephone number of the reference. 

 
11. Provide a conflict of interest statement.  Disclose any personal or professional interests 

(financial or otherwise) that may create a conflict or a potential conflict of interest with providing 
management services to SD SHRM.  If there is no conflict or potential conflict, please provide a 
statement to that effect. 

 
12. Provide a brief history and overview of your entity.  Describe your mission, vision and values. 
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13. Describe your entity’s primary line of business and/or business services.  Does the entity have 
a secondary line or lines of business? 

 
14. Describe your association management capabilities in detail.  How many associations have you 

managed in the past 5 years?  What was the size of membership of each association? 
 

15. Describe in detail the size/scope of your most recent corporate or industry association event 
planning experiences to include collaborations with other organizations, and sponsorship 
development.  
 

16. List all industry/professional associations, non-profit, or other organizations where members of 
your leadership/management team is a member, serves on a board of directors (paid or 
volunteer)    

 
17. How many associations does your organization presently manage?  What is the membership 

size of each association? 
 

18. Will there be a conflict or potential conflict with SD SHRM and any associations you presently 
manage? 

 
19. Describe your familiarity with the human resources profession.  Has your entity been affiliated 

with national SHRM or any local SHRM?  If so, when and where? 
 

20. Describe your team structure and how SD SHRM would be managed.  How much time would 
be allocated to SD SHRM?  On what basis?  How many hours per week do you anticipate 
allocating to SD SHRM? 

 
21. Provide the names and detailed biographical information for any individuals who will be 

responsible for managing and/or working with SD SHRM.  Identify which individuals will be 
providing what services.  Are these individuals classified as employees of the entity submitting 
this proposal?  Are these individuals classified as independent contractors of the entity 
submitting this proposal? 

 
22. List some clients with whom you’ve had long-term relationships and describe why the 

relationship has been successful. 
 

23. Please list any prior or current clients in the human resources profession.  
 

24. Provide us with a 90-day plan on how you would manage our account.  Describe in particular 
how you would handle the transition.  How would you address the particular concerns described 
in Section B, above? 
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25. Describe why you are particularly well suited to provide association management services to 
SD SHRM. 

 
26. Provide a pricing proposal.  SD SHRM prefers to pay one set fee for all services provided.  If 

the proposal is not a set fee, delineate expenses and charges with specificity, including hourly 
rates and other fees.  Delineate the time frame for your pricing proposal (i.e., a base period for 
services with option years). 

 
D. EVALUATION CRITERIA 
 
Preference will be given to candidates who meet the most criteria from the following list: 
 

• Experience in providing association management services in the human resources profession 
• Past performance, taking into account references of current and former clients 
• Proven ability to provide services required by SD SHRM 
• Capacity to provide services required by SD SHRM 
• Quality of personnel designated to provide services to SD SHRM 
• Price and the pricing proposal 

 
E. SELECTION PROCESS 

 
Final receipt of proposals    February 28, 2017 
In person interview of finalists   March 6 – 17, 2017 
Selection and contract negotiation  March 27, 2017 
Formal Start Date     July 1, 2017 
 
F. QUESTIONS AND INQUIRIES 
 
Questions and inquiries must be submitted prior to February 21, 2017.  Contact: 

 
Andy Covell      Heather Whitley-Quinn 
San Diego SHRM     San Diego SHRM 
2017 President     Immediate Past President 
andyc@gardencommunitiesca.com  hwhitley@manpower-sd.com 

 
G. CONFIDENTIALITY 
 
All respondents who submit a response to this RFP agree to keep and maintain strictly confidential all 
data, information and activities revealed by SD SHRM as part of this RFP process.  Respondents will 
be required to sign a confidentiality agreement to participate in additional stages of the RFP process.  
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All responses (including any attachments) to this RFP become the property of SD SHRM as permitted 
by applicable law.   
 
SD SHRM looks forward to working with you and to receiving a response to this RFP.  Please do not 
hesitate to contact either of us if you have any additional questions. 
 
Warm Regards,  
 
Andy Covell       Heather Whitley-Quinn 
 
Andy Covell       Heather Whitley-Quinn 
President 2017      Immediate Past President 
San Diego SHRM      San Diego SHRM 
 


