
REQUEST FOR PROPOSAL  

 

The Texas Association of Addiction Professionals, hereafter referred to as TAAP.   

TAAP is organized as a trade association under the United States Tax Code, Section 

503c(6) as an association for professionals committed to professional development in 

the state of Texas, is seeking a competitive proposal for the management of day to day 

operations.  This will include TAAP and the Texas Certification Board of Addition 

Professionals, an autonomous arm of TAAP, hereafter referred to as TCBAP.  In 

addition, the management duties will also include services for the Texas Addiction 

Professionals Peer Assistance Network, an independently incorporated 501.c.3. 

TAPNET operates as an approved peer assistance program by the Texas Department 

of State Health Services, hereafter referred to as DSHS.   

 

Situation  

 

TAAP currently utilizes a management company in the city of Austin to manage daily 

operations of membership’s and renewal, managing data base, phone service, assisting 

and coordinating state conferences annually and a legislative conference bi-annually.  

This includes coordinating with the National Association of Addiction Professionals, 

NAADAC, to track membership and dues. The management company also manages 

TCBAP with duties that include working closely with the International Certification and 

Reciprocity Consortium, IC&RC, to provide testing for candidates taking license or 

certification exams.  This includes working closely with DSHS.  The management 

company will also assist the TAPNET with phone service, data tracking and other office 

duties.  In addition, the management company manages day-to-day finances working 

closely with the President and treasurer of TAAP, the Chairman of TCBAP and the 

President of TAPNET with each body’s finances and services. 

 

Tasks to be accomplished  

 

Daily office operations including but not limited to: 

 Managing the data base 

 Phone service  

 Email distribution and responding 

 Electronics Records storage and retrieval 

 Conversion of paper records to electronic storage 

 Membership data tracking to include renewals 

 Web site management and updates 

 Attending all board meetings and provide updates to TAAP and TCBAP boards 

 Coordinate logistics for board meetings 



 Financial management and reporting 

 Assisting with marketing and promoting membership, certification, conferences 

 Coordinate with IC&RC to register testing applicants for licensure and 

certifications 

 Notify through mail and electronic communications certification renewals 

 Track, monitor, notify continuing education providers of upcoming renewal dates 

 Manage and report monthly on finances to the TAAP President, treasurer, 

TCBAP chairman and TAPNET President of each boards financial affairs 

 Submit current financial reports for all board meetings  

 Assist the TAAP President, treasurer, TCBAP Chairperson, an TAPNET 

President in developing budgets 

 Complete and return expense reports according to current TAAP, TCBAP and 

TAPNET policies within 30 days 

 

 

The successful proposer will begin management services July 1, 2015 at 8:00 AM 

CST.  This may be postponed depending on review of the proposals for up to two 

months.  

 

How to submit a proposal  

 

Interested parties should submit the following, no later than May 17, 2015 at 

midnight, to Paula Heller-Garland at paulahellergarland@yahoo.com and Frank 

Davis at dfdavis2704@att.net.  A confirmation email will be sent upon receipt to all 

entities successfully submitting a management proposal in response to this RFP by 

the due date.  No proposals will be accepted after that date.  If there are questions, 

call Paula Heller-Garland at 214-329-5383 or Frank Davis at 281-686-7692 

 

1. A proposal describing your qualifications (or the qualifications of your company) 

and how the tasks described above would be carried out. 

2. A firm estimate of fees to be charged.  This will be a fee for management that will 

include all cost except travel that is requested by the board(s) to conferences or 

meetings.  All office supplies and equipment to provide services must be included in 

the proposed bid.  TAAP currently owns computers and printers that the successful 

bidder will be allowed to use.  The accepted bidder will be responsible for 

maintenance, repairs and replacements and should figure those cost in the bid.  

3. Resumes of all employees or consultants who would be involved in this project 

4. Names, phone numbers and contact people at three organizations who have been 

your clients during the last 18 months, whom we can all on as references.  

5. Interviews with finalists will be held during the week of June 1st, 2015 will be held 

either in person or telephonically.  

6. Describe in detail how complaints will be handled, logged and reported to boards. 

7. TAAP and its affiliates reserve the right to negotiate a best and final offer. 
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**************************************...  

PROJECT DESCRIPTION  

 

The project entails managing the office and daily affairs of TAAP/TCBAP/TAPNET.  

The expectations are that the management company provide a minimum of 1.5 

FTEs to staff the office from 8:00AM -5:00PM Monday through Friday.  Bidder 

should also state how office duties such as answering phones, registering test 

candidates, replying to emails and general office duties will be conducted in the 

absence of the office administrator.  The expectations are that emails and phone 

calls be responded to in no more than one business day.  Bidder should also include 

detailed description and qualifications of how financial affairs will be managed and 

qualifications of person responsible to such duties. The expectations are that the 

company will be insured and bonded for affairs related to accounting duties, such as 

a CPA or person with extensive accounting and management experience. Bidder 

should describe how data and material will be protected such as password, locked 

storage etc.  Bidder should also provide detailed description of how records will be 

managed and stored, how coordination will occur with NAADAC, IC&RC and DSHS. 

 

See the following websites for more detail on TAAP, TCBAP and TAPNET: 

 

http://www.taap.org 

http://tcbap.org 

http://www.tapnettx.org 

http://www.dshs.state.tx.us/lcdc/default.shtm 
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