
REQUEST FOR PROPOSAL 
Property Management Services  

 

INTRODUCTION 
The American Board of Obstetrics & Gynecology, Inc. (ABOG) is issuing this Request for Proposal 
(“RFP”) to solicit proposals from qualified firms to provide property management services. The 
selected firm will provide building maintenance and repair, landscaping, window washing, event set 
up and take down, and work with ABOG staff to manage the property. 

 

ABOG was founded in 1927 and incorporated in 1930. ABOG is a 501(c)(3) non-profit organization 
that board certifies obstetricians and gynecologists (OB GYNs) and offers continuing certification to 
OB GYNs in the United States and Canada. Between the years of 1993-2017, ABOG settled in Texas 
and started purchasing property with the long-term vision of building a state-of-the-art testing 
facility for board certification. In 2020, that dream came to fruition, and we started the exciting 
process of designing and constructing a new building. The doors of ABOG’s new building will open in 
the Fall of 2023. 

 

BACKGROUND 
ABOG is seeking proposals from property management firms to manage ABOG’s new construction 

building at 2727 Laclede St, Dallas, TX 75204.  The four-story, 84,000 sq/ft, class A office space and 

test center will regularly house 40-50 ABOG staff as well as periodic weeks of high-volume exams 

throughout the year. The building will also host meetings and conferences. The first floor contains 

conference rooms for meetings and conferences, a catering kitchen, and a fitness room. The 

second floor is all testing rooms for board certification examinations. The third floor contains 

conference rooms as well as a dining space, lounge, catering kitchen, and terrace. The fourth floor 

will house ABOG’s full-time staff with private offices, conference rooms, a break room, and 

terrace. Other than a few short term (3-4 days) rentals of the exam space that will be subleased or 

subcontracted under ABOG, ABOG is the sole tenant. 

 

GENERAL INFORMATION 
All terms, conditions, requirements, and procedures included in the RFP must be met for a response 
to be qualified as complete. A submission that fails to meet any material term, condition, 
requirement, or procedure of this RFP may be disqualified. ABOG reserves the right to waive or 
permit cure of non-material errors or omissions. ABOG reserves the right to modify, amend, or 
cancel the terms of the RFP at any time. All responses must be submitted in accordance with the 
specific terms of this RFP. The submission requirements for this RFP are set forth below. A proposal 
shall constitute an irrevocable offer for 120 days following the deadline for submission consistent 
with and to be memorialized in an agreement between ABOG and the property manager. The 
proposal can be relied upon by ABOG for pricing and related terms for this period of time. 

 

ABOG intends to solicit proposals, conduct oral presentations, and evaluate the proposals in the 

competitive market. ABOG will evaluate and award a contract to the firm whose proposal best fits 

the financial and operational needs of ABOG. 

 

If a firm responding to this RFP discovers an ambiguity, conflict, discrepancy, omission, or any error 

in this RFP, notice should be provided to ANovak@abog.org.  

 

mailto:ANovak@abog.org


 
SCOPE OF SERVICES/REQUIREMENTS 

The firm selected to provide property management services will be expected to meet the 

requirements and provide the services set forth below: 

1. The selected firm must be a professional firm whose primary line of business includes 
property management services or have expertise in property management if not their 
primary line of business. 

2. The firm must have all necessary permits and licenses to perform the requested services. The 
selected firm must be bonded where applicable. 

3. Proof of insurance coverage must be provided to ABOG on an annual basis. Please see 
attached Certificate of Liability Insurance (Exhibit A). 

4. The selected firm shall provide all personnel, equipment, tools, materials, vehicles, 
supervision, and other items and services necessary to perform all services, tasks, and 
functions as defined in this RFP. The selected firm shall provide guidance and coordination 
with ABOG staff to ensure effective and economical operation of all facility activities.  

5. The selected firm must have the ability to work well with (and maintain the confidence of) 
the ABOG staff and the ability to deliver services timely and cost effectively. 

6. The employees of the selected firm must possess excellent oral and written communication 
skills and must regularly communicate with necessary ABOG staff. 

7. The selected firm will comply with all Federal, State, and Local laws and follow the most 
restrictive guidance in cases of conflicting guidance. All work shall be performed in 
accordance with all applicable laws and codes, manufacturers’ recommendations, and 
accepted industry standards. 

8. The initial term of the contract awarded pursuant to this RFP will be for two (2) years with 
ABOG retaining two (2) one-year options to renew. The firm will be notified ninety (90) days 
prior to the expiration or renewal of the contract.  

9. The selected firm will work to understand the annual operations of ABOG and work to align 
property management services. 

10. The selected firm shall provide a dispatch function twenty-four (24) hours a day, seven (7) 
days a week. The firm shall accept work requests from designated ABOG staff. Requests from 
other sources, except in an emergency, must be approved by designated ABOG staff prior to 
the start of work.  

11. Any disruption of building services requires prior approval. The firm shall coordinate 
scheduled outages with ABOG staff prior to the commencement of work. Notification of 
affected downtime due to emergency outages or interruptions is expected. 

12. Property management personnel shall present a clean, neat, and professional appearance 
and be easily recognized as the firm’s employee(s). At a minimum, the firm shall ensure all its 
employees exhibit an identifying badge or patch, which shall include the company name and 
employee name. Each employee shall wear the badge or patch on the front outer clothing. 
The badge shall be visible at all times.  

13. Adherence to the applicable Occupational Safety and Health Act (OSHA) standards will be 
mandatory for this contract. The firm shall manage all work areas to ensure the safety of 
building occupants, employees, and visitors in, or near, the property. 

14. The firm shall provide assistance in planning and movement of office equipment and 
furnishings for the facility.  

  



15. Property Management Details: 

• Onsite building engineering  

• Day porter personnel and nightly janitorial services with option for additional staff 
during large events 

• Daily breakroom cleaning 

• Vendor management as it pertains to property management (janitorial, landscaping, 
window washing, etc.) 

• Building security and access 

• Field tenant work order calls, dispatch, and follow-up 

• Coordinate all scheduled and unscheduled maintenance work 

• Communicate to ABOG and tenants regarding building issues that will affect them 

• Provide property inspections and tours 

• Special event set-up and take-down for ABOG and external clients utilizing building 
space 

• Meet with ABOG staff to discuss status of repair items 

• Coordinate annual occupant fire drill 

• Trash and recycling services 

• Assistance with meeting LEED standards and certification renewal 

• Parking structure maintenance 

• Landscaping 

• Window washing 

• Identify and address emergency situations immediately upon occurrence and 
provide follow-up remediation while keeping the ABOG staff informed 

• Fitness Room cleaning and equipment maintenance 

• Assistance with move from temporary space to 2727 Laclede St after building 
completion 

16. Accounting/Financial Reporting Details: 

• Prepare annual operating budget 

• Report financial information to ABOG upon request 

  



POINT OF CONTACT 
From the date of issuance of the RFP until the selection of one or more respondents is completed and 
announced, communication is to remain through the Point of Contact herein. Respondents violating 
the communications prohibition may be disqualified at ABOG’s discretion. 

 

The Point of Contact for questions and all matters relating to this RFP is: 

Name: Amanda Novak 

Title: Chief Operating Officer 

Address: ABOG 

2828 Routh St, #700 

Dallas, TX 75204 

Telephone: 214-871-1619 

Email: ANovak@abog.org 

ABOG website: https://www.abog.org/ 

  

  

 
VENDOR RESPONSE 

It is the responsibility of the respondent to ensure that its proposal arrives on or before the 

specified date and time listed below.  

 

Email is the preferred method of response to this solicitation. Electronic proposals should be in PDF 

form and e-mailed to ANovak@abog.org with the following with subject line: 2023 ABOG Property 

Management Services. Mailed and delivered proposals should be delivered to the following address 

in sealed envelopes: 

 

This request for proposal (RFP) is issued by ABOG. All proposals should be delivered to: 
ABOG, Inc 

Attention: Amanda Novak  

2828 Routh Street, STE 700 

Dallas, Texas 75201 

 
 

TIMELINE 
Below is the timeline.  

 

1. Jan 3rd, 2023 - RFP opens 

2. Jan 3rd – Jan 13th, 2023 - Respondent questions can be submitted to ANovak@abog.org. ABOG 
will respond within 48 hours.  

3. Jan 27th, 2023 - Proposals received until 5 pm (CST) 

4. Jan 30th - Feb 10th, 2023 – ABOG Review of RFP Submissions and Questions Sent 

5. Feb 24th, 2023 - ABOG selects vendor and sends all vendor notifications 
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SUBMISSION REQUIREMENTS 
 

Proposal Content: 

The bidder is responsible for providing all information requested in this RFP and failure to do so may 

result in disqualification of the proposal. During the evaluation process, ABOG may request firms to 

answer further questions about their proposal. ABOG has the right to select any proposal it may 

choose or none at all in its sole discretion based on any requirements it chooses. 

 

Bidders are requested to present the following information: 

1. Letter of Transmittal – signed by the person authorized to commit the organization to 

perform the services in the proposal 

2. Table of Contents 

3. Overview of Company 
a. Overview of your firm with history and how it differs from your competitors. 

b. Location of the management office(s). 

c. Outline your ability to provide expertise and experience in property management. 
d. Brief list of clients with comparable building and/or staff size to ABOG. 

4. Staff and Experience 

a. Names and short bio for key consulting staff who will be assigned to the ABOG 

account. Describe their relevant work experience, credentials, and the role they will 

play on the ABOG account. 

b. Primary contact, e-mail, and phone number. 

5. Scope of services offered 
6. Specialties, strengths, and weaknesses 
7. Plan for performance of services outlined in the Scope of Work, including: 

a. Methods and procedures – a detailed description of the plan for accomplishing the 

work, including approach, methodology, and procedures.  

b. Onboarding Schedule – please provide plan for how ABOG will be added as a client 

and onboarding of services. 

8. Site pictures of client sites of comparable landscape and building size 

9. Average retention rates 

10. Actual or sample budget and expense report – if the proposal includes any expenses to 

be billed separately from professional fees, provide a detailed estimate of such 

expenses 

11. Copy of insurance certificate showing limits 

12. Detailed description of work order process 

13. How vendors are initially vetted and how vendor performance is monitored.  

14. A copy of the respondent’s standard professional services contract 

15. An explanation of the pricing proposal for the scope of work, billing practices, and 

payment terms. 

16. References - provide at least three references of equivalent clients 

17. Any confirmed or potential conflicts of interest. 

18. Any other information that the respondent deems relevant to the selection process 

  



SITE TOUR 
ABOG will review each RFP and offer a site tour to selected respondents. 

RIGHT TO REJECT PROPOSALS 
By submitting a proposal, respondents acknowledge that they have ready this RFP, understand it, 

and agree to be bound by its requirements unless specifically noted in submitted response. ABOG 

reserves the right to reject any or all proposals and accepts no responsibility for the cost of 

proposal preparation. 

If the information in the response is deemed to be insufficient for evaluation, ABOG reserves the 

right to request additional information or to reject the proposal outright.  

NOT A CONTRACT 
This RFP is not a contract and creates no legal rights for persons or entities submitting proposals. 
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