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SCA Financial Services Request for Proposal (RFP)

The purpose of this document is to request proposals for new financial services solutions for the Shadowood Condominium Association. (www.shadowoodcondos.com) Shadowood Condominiums is a community of 450 two and three bedroom homes nestled in the wooded, planned community of Reston, VA. It has the special distinction of being one of the first condominium developments in the state of Virginia and remains the only self-managed condominium in Fairfax County. It sits on 23 acres and represents more than $150,000,000 of total equity. The complex is debt-free, has a AAA credit rating, and reserve funds in excess of $1,000,000.

Shadowood currently has five full-time employees who man the property’s management office and maintenance team, including a general manager, property manager, administrative assistant, and facility maintenance staff. All financial services are currently outsourced to Assurance Management Services Inc. (AMSi), whose contract will end in July 2005. The goal of this effort is to have the new financial services solution in place prior to the end of the current AMSi contract. 

The Shadowood Condominium Complex was built in 1974 and property values have more than doubled in the past 5 years. Unfortunately, many of its mechanical systems date back to the original construction and are in need of upgrading. As a result, SCA plans to secure financing for several major construction projects in the very near future including an HVAC upgrade as well as many energy and aesthetic upgrades. All proposed financial management solutions should be prepared with these future needs in mind. 

The Shadowood Condominium Association (SCA) will view all credible bids with the intent of building a complete suite of financial services. Responders may bid on all or part of the services described in this document. Proposals will be evaluated by SCA staff in order to determine the bidder (or combination of bidders) that best fits the long-term goals of the Shadowood Community. SCA will also consider adding an in-house, contract or part-time business manager to interface directly with the new financial services provider(s) if required.

Current AMSi responsibilities include day-to-day accounting services for the property including the management of operating accounts, accounts payable / receivable, lockbox services, managing individual co-owner accounts and databases, printing financial reports, and providing co-owner assessment / utility billing and bill payment services. SCA has a fairly unique utility billing system, which purchases electricity in bulk and sub-meters it monthly to individual units by usage. These balances, along with community natural gas usage (which is divided equally among the units) are billed with the monthly condo association fees and any additional administrative or late fees. In the coming months, SCA also intends to add an additional assessment for bulk-purchased cable television. 

SCA would also like to receive costing of several new, optional services as a part of each bidder’s proposal. These services should include, if available, credit card and electronic payment services, electronic account statements for co-owners, real-time electronic account access for co-owners, auditing services, and HR related services such as employee payroll processing and retirement fund / 401-K management. These costs should be included as optional services and priced separately. A complete description of required and optional financial services is provided in the Financial Services Requirements section.

Proposals will be due June 15, 2005 and selection results announced on or about June 24, 2005 with contract award shortly thereafter. Transition to the new financial system shall be completed no later than July 31, 2005. Proposals will be evaluated for the best combination of value, quality of service, and compatibility with SCA future needs. A detailed description of the SCA selection process in provided in the Selection Process section.

Financial Services Requirements:

SCA intends to replace the financial services currently provided by AMSi with a suite of financial services that will serve the Shadowood Community for years to come. We realize that this suite may come in the form of a full-service solution-provider or as a combination of services provided by individual, specialist organizations. As a result, SCA will consider the addition of an in-house business manager to complete a bidder’s financial services solution if necessary. SCA understands that some bidders may provide many, if not all of these functions by default. With that in mind, SCA provides a detailed description of expected in-house business manager duties for reference purposes only. Bidders may propose the assumption of any or all “in-house” functions (as individually costed options) by personnel at their business offices or by contract labor located within the SCA offices. SCA reserves the right to award individual financial services to separate bidders, where appropriate, to yield a hybrid financial solution. SCA also reserves the right to conduct independent audits of the financial system and records at any time, after providing reasonable notice.

The SCA financial services provider(s) shall be responsible for maintaining all “official” SCA financial records as well as providing tools to facilitate the day-to-day and long-term management of all SCA finances and financial projects. Services required shall include:

1.0
Financial Management Services

1.1 Submitting monthly investment account statement to accountant to calculate earnings/losses.

1.2 Providing General Manager with reports to reconcile checking, savings and electric/gas deposit accounts monthly.

1.3 Performing monthly review on status of Certificates of Deposit maturity dates.

1.4 Accounting for monthly contributions and investment earnings/losses on capital reserve reports, preparing general journals and inputting into accounting system.

1.5 Preparing and printing monthly financial reports.

1.6 Providing mechanism for SCA to maintain vendor files, purchase order files, cancelled check files, investment account files, and payroll files.

1.7 Providing mechanism for SCA to refund balance of electric/gas deposits to settlement attorney for distribution to former co-owner.

1.8 Providing data to assist accountant with quarterly reviews and annual audit.

1.9 Providing ACH (Automatic Clearing House) Services for financial transactions
1.10 Providing SCA employee business credit/charge card accounts
2.0
Payroll / HR Services (Optional)

2.1 Accepting employee payroll change requests (increases, SEP deductions, health insurance deduction, etc.) into accounting system.

2.2 Accepting and filing health insurance forms to added or deleted employees.

2.3 Calculating bi-weekly employee hours from time cards, annual/sick leave requests, and maintenance overtime logs, inputting in payroll system, printing on plain paper to verify for accuracy, printing checks and/or direct-deposit pay.

2.4 Preparing monthly state payroll income tax coupons and depositing checks.

2.5 Preparing monthly federal payroll income tax, FICA and FUTA, and filing electronically.

2.6 Preparing and filing Virginia Employment Commission, Employer’s Quarterly Payroll Tax Report.

2.7 Preparing and filing Employer’s Quarterly Federal Payroll Tax Report.

2.8 Preparing and filing Virginia Employer Report of New Hires within 35 days of the date of hire.

2.9 Annually printing and distributing W-2 forms to employees and filing with state and federal governments.

2.10 Management of employee benefits/healthcare accounts

2.11 Management of employee retirement accounts

3.0
Other Optional Services

3.1 Credit card or e-payments acceptance services

3.2 Electronic account statements and electronic account access for co-owners

3.3 Reserve management, investment, and long-term financial planning services

3.4 Insurance for account balances beyond FDIC limit

3.5 General accounting and auditing services

The in-house business management solution would interface directly with the financial services provider(s), allowing financial oversight and day-to-day account management for the property manager. These functions may be provided by a human business manager or a computer interface into the service provider(s’) financial system. The in-house business manager would also maintain co-owner records and manage SCA specific functions such as utility billing using TOPS or equivalent property management software. (A full description of TOPS and its capabilities can be obtained at www.topssoft.com.) The financial services provider(s) will provide authorized SCA staff, including the prospective business manager, with tools for day-to-day management of all SCA accounts including daily operating funds, co-owner accounts, and accounts payable/receivable. Duties of an in-house SCA financial manager would include but are not limited to:

· Managing monthly and annual budgets including tracking planned vs. actual expenditures

· Maintaining co-owners databases

· Preparing bank deposit slips for checks received at office, having deposits made and inputting into accounting system.

· Obtaining lock box assessment coupons from bank and inputting into accounting system. Filing and storing monthly assessment coupons.

· Printing co-owner assessment history summaries for payment plan requests, resale of property, co-owner inquiries, late fee waiver requests, etc.

· Answering co-owner inquires on assessment account balances.

· Generating and inputting assessment journals in ledger and accounting system.

· Generating and inputting general journals in ledger and accounting system.

· Preparing weekly purchase orders from vendor invoices, inputting into accounting system, printing checks and vendor summaries.

· Notifying Board members to sign checks.

· Filing purchase orders and checks.

· Transferring monthly electric sub-meter data from Metering Systems, Inc. to SCA accounting system.

· Printing monthly electric assessment reports.

· Inputting monthly electric/gas assessments and electric billing assessments in accounting system.

· Calculating monthly late fees.

· Printing assessment transaction summary and checking each account for accuracy.

· Printing, copying and mailing monthly assessment statements.

· Preparing, printing, copying, and mailing monthly delinquency notices to co-owners.

· Accelerating assessments to end of year, preparing and mailing 10 day lien notice to co-owners 60 days delinquent.

· Turning delinquent accounts and copies of any pertinent information in co-owner files over to attorney for collection and to file liens 

· Preparing lien releases for units that are brought current, filing with County Clerk and in co-owner files, notifying co-owner that lien has been released.

· Reviewing monthly attorney reports and providing any information requested.

· Maintaining vendor files, purchase order files, cancelled check files, investment account files, and payroll files.

· Preparing account status letters for resale packages.

· Preparing and submitting resale account status update letters for settlement attorneys.

· Refunding balance of utility deposits to settlement attorney for distribution to former co-owner.

· Obtaining, getting signed, and filing bank signature cards for all accounts when new Board members are elected or appointed.

· Inputting employee payroll change requests (increases, SEP deductions, health insurance deduction, etc.) into accounting system.

· Preparing and filing health insurance forms to add or delete employees.

· Overseeing and managing all external financial service provider interfaces

· Entering monthly contributions and investment earnings/losses on capital reserve spreadsheet, and preparing general journals.

· Training SCA office personnel on of Financial Management functions and procedures.

Selection Process:

All proposals will be due at the SCA business offices by close of business June 15, 2005. Bidders will be provided the opportunity to brief their proposals to the SCA staff from June 11 through June 17. (Specific times will be scheduled through the selection committee chair.) The selection of service provider will be announced on June 24, 2005 with contract award shortly thereafter. SCA reserves the right to award all or part of the services outlined in this document to individual bidders as a part of a “hybrid” financial services solution. SCA provides a detailed description of its proposed in-house business manager position for reference purposes only. Bidders may propose the assumption of any or all “in-house” functions, as individually costed options, by personnel at their business offices or by contract labor located within the SCA offices. SCA would prefer contracts be Firm Fixed Price with an initial term of one year, but will entertain other contracting options (such as Cost-Reimbursable Contracts with Incentive or Award Fees,). Exact contract type and terms will be determined prior to contract award. Transition to the new financial system shall be completed no later than July 31, 2005. Late proposals may not be considered.

Proposals will be evaluated by a selection committee made up of SCA board members, staff, and co-owners. Proposals will be evaluated not only for cost, also for the best combination of value, quality of service, and compatibility with SCA future needs. Bidders will provide at least 10 print-copies of their proposals and at least one electronic copy in MS Office compatible or Adobe PDF format. 

All bidders will be notified of selection results via electronic mail no later than COB June 24, 2004. All questions regarding this RFP and selection effort should be directed to:

Rodgerick Newhouse

rod.newhouse@comcast.net
703-623-3226

and

Pamela Supanick

pamsupanick@yahoo.com
Completed hardcopy proposals should be delivered to:

Shadowood Condominium
Financial Management Transition Team

11639 Stoneview Square

Reston, VA 20191

Electronic proposals may be emailed to Rodgerick Newhouse & Pamela Supanick.

Rodgerick Newhouse

rod.newhouse@comcast.net
and

Pamela Supanick

pamsupanick@yahoo.com
Supporting Documentation:

Attachment A: Past two months bank statements and lockbox analysis

Attachment B: End of year 2004 financial report
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