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[AFFILIATE] Academy of Nutrition and Dietetics (XXXX) 
Request for Proposal (RFP)

General Overview
The AFFILIATE Academy of Nutrition and Dietetics (XXXX) is one of 53 affiliates of the Academy of Nutrition and Dietetics (the Academy), the world's largest organization of food and nutrition professionals with over 75,000 members. The Academy is committed to empowering members to be the nation’s food and nutrition leaders and optimize the nation’s health through food and nutrition.  
XXXX is a 501(c)6 representing almost [INSERT NUMBER] Dietitian Nutritionists and Dietetic Technician, Registered members. XXXX is seeking proposals for an organization or individual(s) to provide meeting and exhibitor conference space for between [INSERT DATES].
Responses to the following Request for Proposals must be received by [TIME] on [DATE].  Proposals will be reviewed, and interviews may be conducted to make the final selection. Selections will be made and applicants will be notified of a decision on or before July 31st. Questions about this RFP should be directed [NAME] at [EMAIL].
Background 
XXXX is a non-profit organization in good standing with the Secretary of State and the Academy of Nutrition and Dietetics. The organization is led by a Board of Directors, consisting of a President and elected officers. The contractor would work closely with the President and the Executive Committee of the Board of Directors (BOD)to execute the strategic plan of the organization and meet its stated Vision, Mission and Strategic Goals.

Vision
[INSERT VISION]

Mission
[INSERT MISSION]

Principles:
· [INSERT PRINCIPLES/VALUES]

Meeting Specifications:
· Date Range:  
· Days of the Week: 
· Meeting Room Needs: 
· Include day, time, and number of people
· Specify registration area needs
· Specify exhibit needs
· Specify poster needs
· Technology:
· Break out by day
· If multiple locations (i.e. breakout sessions, exhibits, registration, etc.), also break down by location
· Meals: 
· Break out by day – include quantities
· Room Block: 
· Specify how many for each night
· Number to master bill
· Number to reserve for attendees (designate if commissioned/guaranteed rooms or non-commissioned/not guaranteed rooms)

Quality of Services 
· Members, suppliers and vendors will be treated with the upmost respect and their issues will be handled professionally and in a timely fashion.
· Issues that are not quickly resolved will be referred quickly to the appropriate BOD member for intervention.
· Contractor performance will be reviewed annually in conjunction with contract negotiation. 

Contract
XXXX will enter into a one-time contract with the selected Contractor effective [INSERT DATE]. Contract will outline the agreed upon fee schedule and list of services, in addition to the general terms and conditions set forth in the attached sample contract. The contract will specify terms for dissolution by either party.

Who May Respond
Hotels and conference spaces in [CITY/CITIES INTERSTED IN] who are able to accommodate meeting specifications listed above.

Responses
Responses to the RFP should include the proposed services, number of hours per week expected to provide said services, and include an all-inclusive fee for said services with payment schedule. Questions about this RFP or XXXX can be directed to [NAME] at [EMAIL]. Responses to this RFP can be emailed to [EMAIL]. 

RESPONSES MUST BE RECEIVED BY 
[TIME] on [DATE]
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