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Request for Proposals
Proposals due October 14, 2008
Brief Overview of the Project
ASAE & The Center for Association Leadership (ASAE) and the Singapore Exhibition and Convention Bureau (SECB) will collaborate on a research study to assess the association market in the Asia Pacific region.
The objectives of the research are:

1. Assess the size and scope of associations in selected key markets in the Asia Pacific region

2. Create a database, to include email addresses and other key association information, of association executives and associations in the Asia-Pacific region. 

3. Assess the needs and interests of this market for a face-to-face association meeting in Singapore.
For purposes of this study, the Asia Pacific area includes the following countries, cities and regions, prioritized as shown below: 
1. Singapore
2. Australia
3. Beijing
4. Shanghai
5. Hong Kong
6. India
7. Korea
8. Japan
9. Thailand
10. Philippines

Associations are classified into the following 3 types of organizations, also shown by  priority:
1. Membership organizations representing professionals engaged in scientific, scholarly or academic professions, 

2. Membership organizations representing professions other than the above, either individual professionals or trade groups with organizations as members.  
3. Philanthropic organizations seeking to benefit from collective activities such as education, networking, or advocacy. 

ABOUT ASAE & THE CENTER FOR ASSOCIATION LEADERSHIP
ASAE & The Center for Association Leadership are two organizations linked together by a common belief and passion.  We believe that associations have the power to transform society for the better.  Our passion is to help associations and association professionals achieve previously unimaginable levels of performance and reach even higher goals.  We accomplish this by fostering a learning community of association professionals, industry partners, outside thought leaders, and other stakeholders who embrace this vision.



The American Society of Association Executives is an individual membership organization of more than 22,000 association executives and industry partners representing more than 11,000 organizations. Its members manage leading trade associations, individual membership societies, and voluntary organizations across the United States and in 50 countries around the globe. Our members’ organizations represent such essential industries and professions as health care, manufacturing, banking, law, energy, insurance, and the list goes on. We are also a leading voice for the nonprofit sector, advocating for voluntary organizations so that they may continue to improve the quality of life in the United States. 

The Center for Association Leadership is the premier provider of learning, knowledge, and future-oriented research for the association profession. The Center delivers innovative learning experiences, performance-enhancing resources, new thinking and models for the profession, opportunities for peer-to-peer collaboration, and strategic tools and data designed to advance the association profession. Offerings include nearly 100 professional development programs through Center University, environmental scanning and other future focused research, a peer-reviewed journal, and more than 5,000 online articles, models, and case studies. Together, ASAE & The Center for Association Leadership provide resources, education, ideas and advocacy to enhance the power and performance of the association community. 

For more information about ASAE & the Center, its programs and services, research, publications and membership please look at  www.asaecenter.org. If you feel that a temporary member password would facilitate your review as you prepare your proposal it can be provided to you.

ABOUT SECB

The Singapore Exhibition & Convention Bureau (SECB) is a group of the Singapore Tourism Board (STB) that aims to establish Singapore as a dynamic business events destination where people, technology and ideas converge to create great value for customers.

As the lead government agency for the business events sector in Singapore, SECB assists business event organizers, corporations and associations by providing comprehensive and impartial information on Singapore’s meeting and exhibition facilities, incentive venues and industry partners. 
We help to set up and facilitate arrangements with industry partners, including coordinating site inspections and making special arrangements for technical visits and special-interest study programs. SECB works with organizers and other government agencies to ensure the successful staging of business events. We provide publicity support and offer brochures, visitor guides, maps, blank shells and posters for overprinting of meeting announcements.

For conventions, SECB provides bidding and promotional assistance. In a typical bidding procedure, SECB assists bidders in determining the next open submission date for a bid to host the event, obtaining information on what needs to be included in the bid and in compiling a bid document. When a convention is confirmed to be staged in Singapore, SECB assists organizers in attendance-building by providing promotional booths, decorative items and collateral such as marketing videos and mass giveaways at related overseas conferences prior to the actual conference in Singapore. Arrangements could also be made for SECB staff to be present to promote Singapore and field questions on Singapore as a destination.

To create extra value, SECB offers customized financial support to business event organizers, corporations and associations to stage or expand their business event in Singapore. In addition to encouraging industry partners to develop new channels in-market for business events development, SECB also supports International Organizations who wish to establish a presence in Singapore as part of their expansion into the Asia-Pacific region.

The SECB is a member of the BestCities Global Alliance, the world’s first and only convention bureau alliance with eight partners in five continents.

For more information, log on to visitsingapore.com/businessevents 

Statement of Work
The project will address the following areas:

1. Assess the size and scope of the association market in the targeted countries

Outcome: To identify the size and scope of the association market in the targeted Asia Pacific countries/regions.
Recognizing this study will be conducted with limited funds, please consider the countries you will include in your research for a reasonable budget, if needed to keep the costs reasonable.
· Cluster the selected countries and provide your proposed cost.  Also provide a second tier of countries to include, and an additional cost.
· If you chose to address/select the countries in an order other than the order presented in the Project Overview, explain the rationale, resources, or competencies behind this decision.

Information to obtain from the research: 

· Number of associations

· Type of associations

· Industry segments of associations

· Nomenclature (NGO, NPO, IO, etc)

· Relationship to home country government

2. Create a searchable  database to include email addresses and other key association information, of association executives and associations in the Asia Pacific region.

The study and database will include the following information:

a) Information on each association to include:

· Contact details of key personnel and tenure

· Organization structure 

· Staff size (paid staff or volunteers)

· Budget

· Fundraising sources

· Size of membership

· Current profile of membership:

· Geographical, i.e. local, regional and/or international

· Professional vs. Operational

· Corporate vs. individual membership

· Growth over last 5 years:

· Membership

· Geographical

· Functional growth

b)       Current and desired functions of associations
Outcome: To identify what functions associations are currently performing and which are the most important for the future, as well as key activities such as workshops, events, etc.
Sample possible functions include the following:
· Representing the field to the public

· Representing the field within the industry or discipline

· Representing the field to the government

· Providing timely information about the field to members

· Providing technical information or professional development to members
· Connecting practitioners within the field to each other/networking
· Creating and disseminating standards of practice
· Providing certification opportunities
· Providing training professional development to members
· Catalyst to increase business opportunities for its members
· Other functions to be included.

c)       Strategic development of the association

Outcome: To determine if the association’s mandate and future plan is national or international in nature. If it is the latter, where are its priority markets.

d) Ways that association professionals currently receive information in regards to participation in events, education and training avenues

Outcome: To identify best mode of communication with targeted associations

Examples of what will be tested include the following:

· At conferences or meetings 

· Through traditional broadcast media (television or radio)

· Through your network of peers (word of mouth) 

· In magazines or journals serving your field

· In general interest magazines

· In newspapers (print)

· In print sources other than magazines or newspapers

· By searching on the Internet

· In e-newsletters

· Through blogs or podcasts 
· Through communities of practice (e.g. special interest groups, 
             user groups)
· Through an association Web site
· Other to be added, including ways which the association communicates with its members.

e) Most relevant content/topics of interest
Outcome: The research will attempt to find the key areas of content needed.  

The following are some examples:
· Strategic Management

· Planning and Research
· Leadership
· Administration
· Knowledge Management
· Governance and Structure
· Public Policy, Government/External Relations
· Membership
· Marketing
· Meetings
· Programs, Products and Services
· Public Relations and External Communications

3. Assess the need and interest of this market for a face-to-face association     

meeting in Singapore.

Assess the desirability and feasibility of traveling to Singapore for a conference on association management.  It will assess desirability, need for the content, time of year, length and price.

EXPECTATIONS, DELIVERABLES & TIMETABLE

The successful bidder should provide the following in their proposal:

1. Contact person(s):  ASAE would like to have one individual from your organization serving as the primary contact person for this project. If any subcontractors are used, the prime contractor will remain the primary contact.
2. Capabilities to collect information in multiple modes (Internet, fax, postal mail):  ASAE expects that your organization will have the appropriate hardware and software capabilities to collect data in multiple formats and integrate that data with output in SPSS.  
3. Pre-testing of instruments:  ASAE requests the opportunity to review and pretest the instrumentation and make changes (if necessary).  Any valid data collected in pretests may be included in the final sample.
4. Data cleaning: ASAE expects substantial time devoted to quality control and would like you to address your procedures for this in your bid.  All suspect data should be flagged and discussed with ASAE prior to submission of final database. Data cleaning may include re-contacting some participating organizations to clarify responses.  So that data are not inadvertently excluded from analyses, your organization should code or recode variables in obvious cases where they should be coded but were omitted. Your organization should consult with ASAE in instances where it is not clear whether coding of data is warranted.
5. Responding to questions and other inquiries:  We expect that your organization will provide respondents with contact information for questions or problems with deployment and for delivering questionnaires in the manner preferred by the respondent.  Any questions about the purpose or use of the data should be referred to Monica Dignam, Vice President, Industry and Market Research, ASAE at +1.202.626.2744 or mdignam@asaecenter.org. 

Deliverables include:  

6. Final written report.  This should be a stand-alone document for the leaders of ASAE and SECB.  It should concisely present the results of the analysis of the areas specified above.  This report should present an analysis of the similarities and differences of the association market in various countries/regions, an aggregate report of the topics and issues of most interest to the research pool, and a recommendation as to alternatives analysis including comparative pros and cons, a discussion of the factors discussed in the previous sections of this RFP, and a recommendation as to the way ASAE should proceed and the next steps that ASAE should take.  
7. Presentation.  A presentation of the document is also required.  If the researcher/organization is domiciled in Washington DC or Singapore, the researcher/organization shall make a presentation to either ASAE or SECB, with the other part over the telephone.  If the researcher/organization is not domiciled in either Washington DC or Singapore, the researcher/organization will have to make the presentation to ASAE and SECB over the telephone.
8. Association Database  summarizing all areas above and including with key personnel contact information and email addresses, of association executives in the Asia-Pacific Region.  

A complete database containing all data labeled as appropriate is expected. ASAE and SECB will solely own all data that are derived from this study and this study.
The successful bidder’s approach will recognize that this project will entail more than desk research and creative thinking.  It will require the bidder to gain an understanding, probably through direct conversation and interviews, of the association market in a several geographic locations.  

The project must be completed and final research report submitted by March 2, 2009, with preliminary findings on December 15, 2008 .   

Estimated Timeline  

	Deadline for submission of intention to bid
	October 6, 2008

	Deadline for submission of proposals by third party 
research companies   
	October 14, 2008 

	Decision on appointment of third party research company 
	October 27 2008 

	Deadline for third party’s submission of preliminary findings
	December 15, 2008

	Deadline for project completion, final research report submitted
	March 2, 2009


 SELECTION
Proposal Requirements
Bidders are asked to submit their proposals in three parts. Proposals should be no longer than a combined ten (10) pages not including, examples of work products that demonstrate expertise relevant to this project, and resumes of proposed consultants.  

1. Project Plan & Approach 

Describe the researcher/organization’s understanding of the project and the suggested approach.  Include a description of the methodology and work plan that the researcher/organization plans to follow.  Include a description of key deliverables, meetings and dates. Demonstrate that the project can be completed within the specified time frame.


The organization’s approach should also include an outline of the countries, cities and regions that will be included in your study. 
2. Qualifications & Experience

Present highlights of the researcher/organization’s qualifications and experience that demonstrate that the researcher/organization is qualified to meet the demands of this assignment, producing high quality results on schedule.  Include three examples (and references) of relevant project work. Identify the individuals that will be assigned to the project team, the relative roles that will be played by each and their expertise and experience.  (Resumes may be attached as exhibits.)

3. Professional Fees & Expenses

Please provide a budget for this project including consultant days and fees, and expenses.  If any part of the project is to be conducted pro bono, costs are to be shared, or special arrangements are proposed, please specify. 


Selection Process 
A Selection Committee of staff from ASAE & SECB will make the selection.  Proposals will be evaluated against the evaluation criteria below.  After rating and discussing the proposal submissions the Selection Committee may conduct interviews via telephone with selected bidders prior to making its final selection in early October.  

Monica Dignam, VP Industry and Market Research will serve as the primary contact within ASAE during the consultant selection process. 

The RFP is being sent electronically to a list of consultants and academic institutions identified through a web-search or by recommendation of SECB and ASAE staff.  The bidder list is open to any qualified person, organization, member or nonmember (e.g. academic institutions).  

   
Questions and submission:  
Please submit your proposal (preferably by e-mail) by October 14, 2008 to:


(Mail)

Monica Dignam
                                    Vice President Industry & Market Research



American Society of Association Executives




1575 I Street, NW




Washington, DC  20005-1103




U.S.A.




Phone: +1. 202-626-2744




Fax: +1.202-220-6406




e-mail: mdignam@asaecenter.org

Please submit your intention to bid to the same location by October 6, 2008.
Mission and Vision 


Our cause: ASAE & The Center help associations and association professionals transform society through the power of collaboration. 


Our value proposition: ASAE & The Center connect great ideas and great people to inspire leadership and achievement within the association community.








EVALUATION CRITERIA						Weight			


1.  Project approach	40%


	a.  Demonstrates understanding of our objectives & ability 


		 to accomplish them	


	b.  Appropriate, logical and technically sound  


	c.  Design is appropriate to the project deliverables 





2.  Experience and qualifications 	30


	a.  Relevant project experience 


	b.  Successful past project performance – quality & timeliness


		(references) on past projects


	c.	Project team assigned





3.  Cost-Benefit 	30


	a.  Expected results relative to the total cost of the project











