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DEFINITIONS: 
 
BOARD:  refers to the Michigan Association of County Drain Commissioners (MACDC) representatives 
 
DRAIN COMMISSIONER:  includes Water Resources Commissioners and Public Works 
Commissioners 
 
MACDC:  Michigan Association of County Drain Commissioners 
 
RESPONDER:  refers to the bidder/submitter of this Request for Proposal (RFP) 
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I. INSTRUCTIONS TO RESPONDERS 
 

A. Notice to Responders 
 Sealed responses will be received until 3:00PM on  September 11, 2015 at the location stated 

below. After review and evaluation, a recommendation will be presented to the MACDC 
Board for award of contract.  The MACDC reserves the right to review all submissions for a 
period of 90 days after the date of opening. 

 
B. How to Submit a Bid proposal 

All responses shall be submitted in a plainly marked sealed envelope and in accordance to 
Section IV of this RFP. Envelopes are to be labeled “Proposal for MACDC Professional 
Association Management Services” and either mailed or delivered to:  

MACDC  
Attn: Linda Brown 

Ottawa County Water Resources Commissioner’s Office 
12220 Fillmore St., Room 141 

West Olive MI 49460 
 

 It will be the sole responsibility of the responder to ensure that his/her response reaches the 
location where responses are to be sent before the closing hour and date shown on this RFP.  

 
C. Purpose of Process 
 The MACDC intends to secure the service(s) requested through the service provider that best 

represents its ability to provide service to the organization, at the most cost-effective price.  
Any failure on the part of the supplier to comply with the ensuing conditions and 
specifications shall be reason for termination of contract. 

 
D. Examination of Contract Documents and Existing Conditions 
 Before submitting a bid proposal, responders should carefully examine the entire document, 

including the specifications, and by the submission of a response, the responder will be 
understood to have read and be fully informed as to the contents of all of the specification 
documents.  Responders should especially note any state or federal regulations and/or 
requirements in responses involving funds from respective agencies and be prepared to 
adhere to those requirements. 

 
 Should a responder find any discrepancies, omissions, ambiguities, or conflicts among the 

specification documents, or be in doubt about their meaning, they should bring such questions 
to the attention of Linda Brown according to the timeline on page 9. 

 
E. Rejection of Responses 
 The MACDC reserves the right to reject any and all responses or to accept the response or 

any part thereof which is determined to best serve the needs of the organization and to waive 
any informalities or irregularities in the responses.  While cost is a factor in any response 
award, it is not the only factor and may not be the determining factor. 

 
F. Submissions 
 Responders must submit one (1) hardcopy of their entire response and one (1) electronic 

copy on a CD or flash drive in a .PDF format. 
1. Responders must complete the supplied bid form with their submission. Failure to do 

so may cause a response to be rejected.  Removal of any part of the response bid 
proposal may invalidate the response. 
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2. Bid proposals having any erasures or corrections must be initialed by responder in ink.  
Responses shall be signed in longhand, in ink, by the principal authorized to make 
contracts.  All quotations shall be typewritten or filled in with pen and ink. 

 
G. Non-Collusion 
 Responder must certify that their bid has not been made or prepared in collusion with any 

other responder and the prices, terms and conditions thereof have not been communicated by 
or on behalf of your firm to any other responder and will not be so communicated to any 
other responder prior to the official opening of this bid. 

 
H. Assignment of Contract 
 The successful responder shall not assign, transfer, convey, sublet or otherwise dispose of 

said contract, or their right, title or interest in or to same, or any part thereof, without previous 
consent in writing from the MACDC Board, endorsed on or attached to the Contract. 

 
I. Default Provision 
 In case of default by the responder or contractor, the MACDC may procure the services from 

other sources and hold the responder or contractor responsible for any excess costs 
occasioned or incurred. 

 
J. Taxes 
 The MACDC is exempt from Federal Excise Tax and Michigan Sales Tax and same shall not 

be charged to the MACDC. 
 
K. Hold Harmless Agreement 
 The successful responder shall agree to save and hold harmless and defend the MACDC from 

and against any or all claims, demands, suits and liability for death or injury to any person or 
damage to or loss of property, which injury, loss or damage is caused by or arises out of the 
execution of this contract of agreement. Furthermore, if the selected firm subcontracts for 
work, they will enter into a contract with such subcontractor(s), which indemnifies the 
MACDC as provided herein. 

 
L. Endorsement Prohibition 
 The successful responder is specifically denied the right of using in any form or medium the 

name of MACDC, supportive documentation or photographs of MACDC projects or 
employees for public advertising unless express written permission is granted by the 
MACDC Board.  

 
M. Payment Terms 
 The MACDC will accept payment terms of Net 30 days. Invoices will be detailed with all 

services listed and hours rendered within that timeframe.  
 
N. Bid proposal Costs 
 All bid proposal costs are the responsibility of the responder.  MACDC will not be liable for 

any costs incurred in bid proposal preparation, presentation or contract negotiation. 
 
O.   Subcontractors 
 The Consultant will provide the required services and will not subcontract or assign the 

services without the MACDC’s prior written approval.  Competitive bids must be submitted 
for all subcontract work. 
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P. Confidentiality of Information 
 MACDC is subject to the full reporting requirements of the Freedom of Information Act.  All 

information submitted by the responder is subject to the Act.  By submitting a bid proposal, 
responder accepts the provisions of the Act and understands that his/her information will not 
be kept confidential as subject to the provisions of the Act. 

 
Q. Inquires or Questions 
 All questions must be submitted in writing or electronically by 5:00PM on August 28, 

2015 as posted in the timeline. MACDC, at its discretion, may respond to all potential 
responders. A list of all responders’ questions and MACDC’s response will be available on 
the Association website and in addition, will be e-mailed to all interested responders. 
Inquiries concerning clarification on any other portion in this RFP should be made to: 

MACDC  
Attn: Linda Brown 

Ottawa County Water Resources Commissioner’s Office 
12220 Fillmore St., Room 141 

West Olive, MI 49460 
lbrown@miottawa.org 

(616) 994-4525 
 
II. SERVICES REQUIRED 
 

A. Overview 
The MACDC is soliciting bid proposals from professional association management service  
providers that would result in administrative services, financial services, membership 
development, publication services, public relation services, website services and 
conference/event services as described herein. This would include but may not be limited to 
the  activities as described in the Scope of Work to be Performed (D). 
 

B. Association Profile 
The MACDC is a statewide organization comprised of elected and appointed Drain 
Commissioners. Average membership is 65 counties.  The Drain Commissioners and their 
staff are responsible for many aspects of surface water management. They develop standards 
for storm water runoff management in new developments; involved in agricultural, 
commercial, and residential drainage; storm water management; lake levels; soil erosion; 
water supplies and sewer systems. The association promotes and encourages continual 
professional improvement in the Drain Commissioner’s implementation of their 
responsibilities through use of the latest standards, technologies and methods.  
 
The MACDC Associate members are comprised of engineers, surveyors, consultants, 
contractors, suppliers; attorneys, environmentalists; and other affiliated parties. Average 
associate membership is 145. 

 
C.     Term of Engagement 
 The term of the engagement will be for one (1) year starting October 1, 2015 through 

September 30, 2016 with an option to extend the contract for an additional two (2) years upon 
written agreement by both parties. The contract may be subject to an annual review and 
recommendation of any changes will be presented to the MACDC Board for final approval.  

  
 The selected responder will be required to become a member of the MACDC association and 

will be required to maintain their membership throughout the contract agreement term. 
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          In addition, responder will be required to participate on the MACDC Program Committee, 

Communication Committee and other committees as directed by the Board.  Responder will 
also need to work with MACDC hired consultants as required to perform the Scope of Work.   
 

D. Scope of Work to be Performed 
1.  Administrative Services 

a. Oversee daily telephone communications including faxing, phoning and e-mail 
messaging. 

b. Make copies for use by or distribution to MACDC Officers, Directors and /or      
Members 

c. Manage MACDC data, membership information and publication archives 
 

2. Financial Services 
a.   Issue invoices 
b.   Provide notices to members for dues and event sponsorships 
c.   Track receipts 
d.   Maintain records of revenues and expenditures for Pipeline Magazine and MACDC   

Directory 
e.   Provide financial information in direct communication with the MACDC Treasurer    
 

3. Membership Development  
a. Maintain membership database and mailing lists 
b. Develop and implement annual Associate Membership campaign 
c. Provide membership services in direct communication with MACDC Treasurer 
 

4. Publication Services 
a. Produce and distribute Pipeline Magazine (four times annually)  

 Average of 1,100 copies; 40 pages long; 38 advertisements in July, 2015 edition 
 Viewable on MACDC website at www.macdc.us 
 Copy available upon request 

b. Produce and distribute MACDC Annual Directory 
 Average of 825 copies; 35 advertisements in 2015 
 Copy available upon request 

c. Solicit advertisers and coordinate advertising 
d. Gather and edit articles, author or otherwise provide additional content for Pipeline in 

coordination with MACDC Communications Committee 
e. Secure competitive bids for printing and distribution 

 
5. Public Relation Services 

a. Place information in other publications for MACDC events 
b. Provide print media promotions of MACDC special events 

 
6. Website Services 

a. Manage website 
b. Place additional content, i.e., Pipeline articles, news items, etc., on the website 
c. Periodically update online membership data 
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7.   Conference/Event Services 
  MACDC holds two 3-day conferences per year.  The winter conference is held in 

February and has an average attendance of 300.  The summer conference is held in July 
or August and has an average attendance of 200. The conference includes keynote 
speakers, general educational sessions, social activities and networking venues.  The 
responder shall have at least one service provider physically in attendance during each of 
MACDC’s summer and winter conferences conducted during the term of the contract.  
MACDC will pay the cost of conference lodging and meals for one attending responder.  
Costs incurred for any additional attending responder(s) shall be paid by the consultant 
unless the payment of those costs has been requested and approved in advance by the 
MACDC Board of Directors.   

 
a. Conference Preparation  

i. Participate in pre-conference planning activities. 
ii. Under the direction of the Board coordinate the conference budget including 

reports as needed 
iii. Negotiate with conference facility for conference arrangements 
iv. Under direction of the Board finalize contracts for facilities, equipment, and 

supplies 
v. Create and distribute conference mailings, brochures and marketing materials 

vi. Prepare all conference packet materials, agendas, and name badges 
vii. Coordinate all rooms, meals, refreshments, and services required for the 

conference which may include off site properties 
viii. Arrange all audio/video services required for the conference 

ix. Provide information and proactive assistance to vendors and/or associate 
members 

x. Submit vendor status reports to the Board 
xi. Solicit ideas for fundraising 

xii. Maintain database of active membership and vendors 
xiii. Collect and “post” presentation materials for distribution or collect company 

icons (web or publications) 
xiv. Arrange for facility “social activities” contracts, such as golf, sailing, and 

winter activities 
b. Conference Management: Coordinate all conference logistics and provisions 

serving as host responsible for a positive vendor and member conference experience. 
i. Manage registration process, for all activities, including pre-registration and 

on-site registration 
ii. Coordinate with associate members representative(s) as needed for vendor 

exhibit site location and facilities 
iii. Arrange for necessary signage 
iv. Coordinate all facility logistics and provisions 
v. Provide on-site supervision during conference 

vi. Support personnel to help troubleshoot audio/visual presentations 
vii. Assist in fundraising events at conference 

c. Post Conference 
i. Provide the Board with all registration and membership update information 

ii. Meet with Board to evaluate the conference and the coordination of services 
iii. Develop a list of individuals/organizations that need to receive thank you notes 

following the conference 
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8.   MACDC Board Meetings, and various other events:  Attendance at the following: 

a. MACDC Executive Board meetings  
b. New Drain Commissioner’s School, after the election year only.   
c. District meetings (There are six Districts.)  – Attend at least one District meeting per 

District a year.     
 

E. Minimum Qualifications 
MACDC is seeking an experienced Professional Association Management Team with the 
following qualifications. Each responder must address specifically the following areas:  
 
1. Past experience of the personnel assigned to this contract with corporate meeting and/or 

conference planning, preferably with government or municipalities.  
2. Comprehensive experience in creating and maintaining conference budgets. 
3. Demonstrated contract negotiation and conflict resolution skills. 
4. References that can attest to organizational skills, effective communications, and a 

positive, client-centered approach to event management. 
5. Demonstrated experience with publication and website development services.   

 
 
III.     TIME REQUIREMENTS 
 

A.  Bid Proposal Calendar 
The following is a list of key dates up to and including the date bid proposals are due to be 
submitted: 
 

      Request for Proposals issued August 17, 2015 

      Deadline for Questions to be submitted 5:00 PM, August 28, 2015 

      Deadline for MACDC’s response to questions 5:00 PM, September 4, 2015 

      Bid Proposals Submission Deadline 3:00 PM, September 11, 2015 

      Notification for Presentations September 18, 2015 

      Presentations / Interviews September 24, 2015 

 
IV. BID PROPOSAL RESPONSE GUIDELINES AND CONTENT 
 

A. Submission of Bid Proposals 
 In order to control the cost of preparation by the responder and subsequent review by the 

MACDC, submittals must be limited to a maximum of 15 pages double sided, excluding 
cover letter, index, dividers and the required bid form.  Each bid proposal shall be simply and 
economically prepared providing a concise description of the responder’s ability to perform 
the services requested.  Fancy bindings, colored displays, promotional materials, etc. are not 
desired.  Emphasis should be on completeness & clarity of content.  This requirement will 
ensure the MACDC receives only the most succinct information necessary to choose a 
responder. In addition to the hard copy, one (1) electronic copy is also required in a .PDF 
format. 
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 Submission of a bid proposal indicates acceptance by the responder(s) of the conditions 
contained in this RFP unless clearly and specifically noted in the bid proposal submitted and 
confirmed in the contract between MACDC and the responder(s) selected. 

 
B.   Cover Letter 

A cover letter with the following information (maximum 1 page): 
 Company name, mailing address and telephone number 
 Name, telephone number and email address of a contact person 
 Title of RFP 
 A statement that the bid proposal is a firm and irrevocable offer for a period of 90 days. 
 Signed by authorized personnel 

 
C.  Table of Contents 

A Table of Contents with page numbers listed for each section. 
 

D. Company Information 
Provide the company’s information regarding their size, the location of the office from which 
the work on this engagement is to be performed, the state(s) registered to perform work in 
and the number of the professional staff to be employed in this engagement.  
 

E. Resume 
Provide the professional background of the company and the experience of each 
administrative and/or project staff that will be assigned to handle the MACDC account. 
Indicate each person’s capacity to manage professional development activities, including 
logistics, communications, and the ability to organize and manage this workload for the 
length of the contract. 
 

F. References 
 Provide a list of at least two (2) references from clients that have worked with your company 

in the last five (5) years. If available, also provide two (2) references for contractors or sub-
contractors. The list must include contact names, phone numbers, address, email, and the 
name of the project. Indicate how long the responder has worked with each reference and in 
what capacity.   

 
G. Additional Services 

1. List any additional services that the responder could provide that was not listed in the 
Scope of Work.  

2. Indicate any services which would not be practical or cost effective for the responder to 
perform and include an explanation. 

3. List any services that would be sub-contracted to other vendors. (ie – printing, mailings, 
etc.) 

 
H. Identification of Anticipated Potential Challenges 

 The bid proposal should identify and describe any anticipated potential challenges, the 
responder's approach to resolving these problems and any special assistance that will be 
requested from MACDC. 

 
I. Further Information 

 Any further information that the responder may feel is of value to this decision process may 
be included in this section. 
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J. Bid Proposal 
 The attached Appendix Bid Form must be completed and submitted with the proposal.  In 

addition, include and list any additional fees and costs associated with your proposal that are 
not identified on the bid form. 

 
V.        EVALUATION PROCEDURES 
 

A. Evaluation Committee 
 It is anticipated that evaluation of bid proposals will be conducted following the process 

outlined below by the Evaluation Committee. The decisions and opinions of the Evaluation 
Committee regarding bid proposal reviews are final and cannot be appealed. 

 
B. Review of Bid Proposals 

 The following represents a summary of the principal selection criteria and the point scale for 
which the evaluation process will be completed. 

 
 Value Score 

 Experience of the responder in undertaking similar contracts as 
demonstrated by past experience and the personnel responsible for 
those contracts.         

 
 

25 

 

 Qualifications of the personnel assigned, including technical 
attributes and relevant experience that make them uniquely 
qualified to undertake this contract. 

 
 

25 

 

 Overall bid response and quality in addressing items in Section IV 
of this RFP. 

10  

 Cost  40  
75%  100 points  
  Sub-Total  
 Presentation   
25%  25 points  
 GRAND TOTAL 125 points  

 
C. Oral Presentation 

 It is anticipated that the top three scoring responders will be required to make a presentation 
on September 24, 2015 before the final selection is recommended to the MACDC Board for 
award.  More than three responders may be required to make presentations at the discretion of 
the selection committee.   

 
D. Final Selection 

 The final recommendation of the Evaluation Committee will include the evaluation of 
material provided in the submission of qualifications, submission of cost bid proposal, 
references, and information provided during the interview. 

 
 The MACDC Board will select a firm based upon the bid proposal information and the 

recommendation of the Evaluation Committee. Following notification to the selected 
responder, a contract will be executed between both parties. The contract will require the 
responder to be in compliance with the following but not limited to: 
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1. Equal Opportunity Employment –the responder will not discriminate against any 
employee or applicant for employment because of race, creed, color, sex, sexual 
orientation, national origin, physical handicap, age, height, weight, marital status, veteran 
status, religion beliefs, and political beliefs.  

2. Insurance Requirements – the responder will maintain at its own expense during the term 
of the contract the following insurance: 
a. Worker’s Compensation Insurance with a Michigan statutory limits and Employers 

Liability Insurance with a minimum limit of $100,000 each accident for any 
employee. 

b. Commercial General Liability Insurance with a combined single limit of $1,000,000 
each occurrence for bodily injury and property damage. The MACDC shall be added 
as “additional insured” on general liability policy with respect to the services 
provided under the contract. 

c. Automotive Liability Insurance covering all owned, hired, and non-owned vehicles 
with Personal Protection Insurance and Property Protection Insurance to comply with 
provisions of Michigan No Fault Insurance Law, including residual liability 
insurance with a minimum combined single limit of $1,000,000 each accident for 
bodily injury and property damage. 

3. Arbitration: If a dispute between the parties arises out of or relates to the contract, or the 
breach thereof, then the parties agree to make a good faith effort to settle the issue 
through direct discussion between the parties prior to having recourse to a judicial forum. 
It is further agreed that the parties each waive their right to indirect, special, incidental, 
consequential, or punitive damages. In the event of any litigation, the prevailing party 
shall be entitled to recover reasonable attorneys’ fees. The responder agrees that 
MACDC’s officers, partners, agents, and employees will have no personal liability for 
any damages arising out of or relating to this Agreement. 

4. Choice of Law and Forum:  Any action or dispute arising directly or indirectly out of this 
Agreement shall be determined pursuant to the laws of the State of Michigan.  The parties 
hereby choose the Ingham Court in Ingham County as the forum for any such action. 
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APPENDIX 
Bid Form  

Item Being Bid:            MACDC Professional Association Management Services 
Date Bids Due:                September 11, 2015 at 3:00 PM 

Vendor Name:  
Vendor Phone:  

Vendor Fax:  
Vendor Address:  
City, State, Zip:  

 
Total cost for services needs to be all-inclusive of expense relative to performing the scope of 
work (i.e. printing, mailing, travel)  
 
Administrative Services     Total cost: $_______________ 
 

 
Financial Services      Total cost: $_______________ 

 
 

Membership Development     Total cost: $_______________ 
 
 

Publication Services      Total cost: $_______________ 
 
 

Public Relations Services     Total cost: $_______________ 
 
 
Website Services       Total cost: $_______________ 
 

 
Conference / Event Services     Total cost: $_______________ 
 
 

                         Grand Total: $_____________ 
 
Payment Terms: _______________ 
 
Representative Name (PRINT): ____________________________________________________ 
 
Representative Signature: ________________________________________________________ 
 
E-Mail Address_________________________________________________________________ 


