Request for Proposals:

Administrator
New York Upstate Chapter of the
American Planning Association

The New York Upstate Chapter of the American Planning Association [Upstate APA] seeks a contractor to provide administrative support services to the Chapter’s Executive Board.   Upstate APA is one of 43 Chapters of the American Planning Association with approximately 800 members, of whom approximately a third are members of the American Institute of Certified Planners [AICP].  The Chapter's area includes 46 counties and the province of Ontario.  The 16-member Upstate APA Executive Board typically meets 6 times per year including both conference call and in person meetings. The annual conference rotates among the Chapter’s five geographic sections. For additional information, see our web site http://nyupstateplanning.org 
Mission
Upstate APA's mission is to serve and support the professional, student, and citizen planning community in New York State and to improve the quality of life through the use of planning. 
Scope of Work

A qualified candidate or firm will demonstrate the necessary computer skills for electronic communications (MailChimp), database management, website content management (Wordpress), word processing, and desktop publishing. 
The candidate will be expected to provide the following general services at the direction of the Chapter President.  Percentages are assigned as guidelines; actual distribution of tasks may vary.
· Assist in the coordination of the annual Chapter conference by serving as chief liaison between the Board and the hosting Section and being the overall point person and lead contact for conference business 35% 
· Working with the Chapter’s Professional Development Officer, assist in the development and promotion of strategies to help AICP members fulfill their AICP Certification Maintenance (CM) requirements 5%
· Coordinate communications including arranging timely emails to members, website monitoring 20%
· Increasing revenues for the Chapter through such activities at soliciting sponsorships and exploring additional sponsorship opportunities for the Chapter Newsletter and Annual Conference. 20%  

· Serve as the day-to-day liaison with allied organizations (public and private) as directed by the Executive Committee and President; 10%
· Assist with other tasks as assigned by the President. 10%
The Upstate APA will not provide an office or office equipment.  The contractor must demonstrate adequate availability to complete the tasks listed above and must expect an increased workload leading up to the chapter conference each fall.  
Reimbursable expenses – postage, supplies, etc. – will be handled through the Chapter budget.   

Responses should include the following: 

1. Brief description of the contractor understanding of the organization and the field of planning.

2. Brief description of the anticipated approach to fulfilling the duties described in the Scope of Work (See above.).

3. Work management plan including proposed schedule, project management, and resumes of personnel expected to be assigned to the project, indicating the individual that will lead the management function for each The proposal and/or resumes should include any current employment or contractual obligations that will take place simultaneously with the Chapter Administrator contract.

4. A cost proposal based on 250-350 hours per year including hourly rates (for each assigned personnel) and not-to-exceed amount for labor and reimbursable expenses to administer the project.

5. Five (5) professional references, including appropriate contact information and a description of the professional relationship.

Responses for the Chapter Administrator should be sent via email by 5PM March 13 to: 

Ellen Parker
President, NY Upstate Chapter APA

eparker@wd-ae.com 

Please email with questions.

