


















 
Starwood Association 
64915 Starwood Drive 
Bend, OR  97703 
 
 
April 7, 2019 
 
Management Company Name 
Street Address 
City, State  Zip 
 
Dear Sir or Madam,  
 
Starwood Association is a non-profit corporation and operates as a “homeowners association”.  Our 
community was established in 1983, and we now have 175 homes and three vacant lots in the Tumalo 
area.   
 
Our community is in need of overall management services to support the volunteer Board.  We are 
requesting that you review our needs and develop a proposal for how your company may meet these 
needs.  Please see the enclosed Request for Proposal for more details. 
 
If you have questions or need further information, please feel free to contact us.  You may reach Tina 
Galloway at (541) 610-6020, or via email at vicepres@starwoodassociation.org, or Aaron Loukonen via 
email at memberatlarge@starwoodassociation.org. 
 
 
Sincerely,  
 
 
 
Tina Galloway 
Vice President 
Starwood Association 
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REQUEST FOR PROPOSAL 
Homeowner Association Management Services 

Starwood Association 
 

Contact  
Tina Galloway, Vice President 
(541) 610-6020 

Aaron Loukonen, Member-at-large  
memberatlarge@starwoodassociation.org

vicepres@starwoodassociation.org
Starwood Association 
64915 Starwood Dr. 
Bend, OR  97703
 
Background 
Starwood Association is a non-profit corporation, totaling approximately 235 acres, of which 185 acres is 
common area, and operates as a “homeowners association”.  Our community was established in 1983, 
and we now have 175 homes and three remaining vacant lots. Our neighborhood is located south of 
Tumalo Road between Old Bend Redmond Highway and Highway 97 in Bend, Oregon.    We have a 
volunteer Board, and many active homeowners who volunteer their time to serve on committees and 
complete other necessary work to support the community.   
 
Our neighborhood includes a community park, agricultural fields with 35 acres of irrigation rights, trails 
and a great deal of common greenspace.  Other organizations currently provide our 
bookkeeping/accounting, legal services and insurance.  We have a three-person landscaping crew who 
completes most of the community landscaping.  Outside contractors have been used for road 
maintenance, seeding, spraying, complicated arborist work, among other services. 
 
Our community is in a management transition and we have identified key areas where a third-party 
management company is needed. 
 
Goals & Scope of Service 
Our community needs a third-party management company to support the Board and provide services to 
all members.  Management activities will include the following: 

• Become familiar with the Covenants, Conditions and Restrictions (CC & Rs) and ARC guidelines 
of Starwood. 

• At least twice each month, drive through the neighborhood to identify any violations or issues.  
At least quarterly, this inspection should be done at night to ensure lighting requirements are 
met.  Once per year, the perimeter of the property must be inspected.   

• Receive, evaluate and respond to members’ comments/requests/complaints. 
• Issue reminders and/or warning letters as needed to members regarding CC & R or ARC 

violations. 
o Determine and administer follow-up correspondence or fines if required. 
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• Support Board members and others in all areas of financial management, including creating and 
managing budgets and financial reporting.  Please share if you would be able to coordinate with 
other entities for financial management and share what software program(s) you use.  We use a 
web-version of Quickbooks and would like all financial management tools to be compatible.  

• Provide guidance as needed regarding organizational structure, reserves, adherence to CC & Rs 
and Planned Communities Act guidelines, Oregon State laws, etc. 

• Provide expert assistance for cost effective selection of vendors/resources (ie snowplowing, tree 
trimming, road maintenance, record storage, etc.).  Act as a primary point of contact for all 
vendors and contract services. 

• Provide assistance, support and expertise to Board and committees when reviewing/revising 
CCR’s and by-laws language. 

• Provide technical expertise and management, including website management, email 
communications, etc. 

• Facilitate the development and handle communication of all Starwood meeting documents, 
including agendas, minutes, etc.  Act as a point of contact for all Starwood members. 

• Attend all monthly Starwood Board meetings, record notes to facilitate the Secretary’s creation 
of the minutes for the review by the Board and present a monthly Manager’s report. 

• Attend the annual Starwood Members meeting, record notes to facilitate the Secretary’s 
creation of the minutes and present a Manager’s report. 

• Oversee annual elections, to specifically include the development of a nominating committee, 
ensure compliance with required timelines, communicate with homeowners, send and receive 
ballots, and count votes.  

 
 
Other Contract Details 
We prefer a contract term of one year, with either party requiring at least 30-days notice for 
termination.  After a positive relationship is developed, the contract term may be extended to a multi-
year contract.  Please provide proof of accreditation as an Accredited Association Management 
Company, or equivalent.  We would appreciate a separate quote to support the completion of a Reserve 
Study, including an assessment of community roads and other infrastructure.  Please also provide a per 
hour rate for other support and services that may be needed by Starwood.  
 
 
Evaluation Criteria and Estimated Selection Schedule 
We intend to make a decision as soon as is feasible.  We have set a deadline of May 1, 2019, to receive 
the completed proposals.  The Starwood Board of Directors will review and evaluate proposals in order 
to determine who we choose to interview in person.  The Board will evaluate proposals based on the 
following criteria: 
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CRITERIA RANKING 
Firm’s introduction and background:  Provide a brief narrative description of your 
firm’s capabilities, background and organizational structure (org chart).    

10 points 

Experience:  What number of clients your company has served, and how many years 
have you been in the homeowner association management business.   

20 points 

Financial:  A brief description of firm’s financial experience and accounting services 
offered.  

15 points 

Neutral 3rd party:  Describe how your firm mediates home-owner complaints or claims 
and handles education about and enforcement of CC&Rs. 

20 points 

HOA Management Agreement:  Please provide a sample copy of the Agreement your 
company uses for management services. 

15 points 

Cost:  Please provide a cost proposal to include a fee schedule for additional services 20 points 
 
Submitting Proposals 
Please submit your complete proposal to the contact listed above.  Your proposal should include: 

• A description of how you would meet the listed goals. 
• A cost quote for providing the management services. 
• Information verifying your company’s viability and ability to provide the services long-term.  
• At least three references directly relating to your association management expertise.   
• Include a description of any other services you believe should be provided to the members.   

 
 








