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Request for Proposals
Nonprofit Organization Management Services
Sacramento Press Club, 2026-27

About Sacramento Press Club (SPC)

The Sacramento Press Club is a 501(c)3 nonprofit educational organization dedicated to helping
the next generation of journalists by granting scholarships to journalism students in California.
Founded in 1961, SPC has been awarding annual scholarships since 1974. The SPC awards
scholarships in the belief that journalism students can be better prepared to practice the
profession if they are able to focus on their studies while attending college. In addition, the SPC
is committed to informing and educating its members and the public through regular programs
featuring newsmakers from throughout the nation. The SPC events have become a forum for
leading politicians and other newsmakers to meet with the professional journalists who cover
their activities.

SPC had 226 dues-paying members in July 2026. While membership is open to all, members
generally include working and retired reporters and columnists, public affairs/public relations
practitioners, political consultants, government staff members and members of the public with
an interest in the media and/or California policy and politics.

A 15-member volunteer board of directors elected by the membership governs SPC. More than
half of the directors — and all the club’s officers — must be working journalists. Board
members serve two-year terms and are eligible to seek reelection. The board’s authority,
responsibilities and the structure of SPC committees are guided by the club bylaws, which were
approved by the general membership.

The scholarship program and operation of the club are financed through club membership fees,
event revenue from attendees, and sponsors and charitable donations. Some charitable gifts
are dedicated to specific scholarships and cannot be used for operations.

SPC developed an annual journalism awards program in 2020 to recognize outstanding
coverage of politics and policy in California. This program has become the club’s largest single
fund generator with entry fees and sponsorships for an awards gala each spring.


https://sacpressclub.org/
https://sacpressclub.org/about/bylaws/

Period of Contract
Nov. 1, 2026 — Dec. 1, 2027

RFP timeline

Aug. 6 — RFP released

Aug. 21 — Deadline for bidders to submit questions. (5 p.m.) Please submit via email to
sacpcrfp@gmail.com.

Sept. 9 — Deadline for bid submission (5 p.m.). Please submit via email to sacpcrfp@gmail.com
Week of Sept. 21 — Finalist interviews

Oct. 13 — Winning bidder selected

Nov. 1 — Contract finalized

Nov. 1-Dec. 1 — Contractor onboarding

Purpose of this RFP

The board’s intention for this bidding process is to retain an individual, individuals or company
to provide proactive administrative services for SPC. The board envisions an expanded
program of SPC activities in 2027 that requires reliable administrative support. The board’s
2027 goals for improvement include:

e A more robust marketing approach to increase and retain club membership.

e A more reliable effort, coordinated with Finance Committee members, to retain SPC50
institutional members, such as public affairs and campaign consulting firms.

e Creation and execution of a consistent communication plan that regularly informs both
individual and SPC50 members of club activities and upcoming events.

e Timely management of all SPC communication platforms — website, email lists and social
media accounts (Facebook, Instagram, X and LinkedIn).

e Consistent end-to-end support for all SPC events, in collaboration with the Programs
Committee. That work includes securing venues, managing ticket sales, coordinating
and executing event marketing, and retaining and managing caterers. Ten to 12 events
are envisioned for 2027.

Budget
The Sacramento Press Club anticipates the scope of work will require approximately 20 hours

per week on average. Bidders should propose a fee structure consisting of:
e A fixed monthly retainer covering the recurring scope of work described below.
e An hourly rate for any work that falls outside the defined scope, to be pre-approved by
the board or its designee before it is incurred.



Proposal Requirements

Proposals should be submitted as a single PDF, no longer than 10 pages. Each proposal should
include:

An overview of the firm or individual, including years in operation and relevant
qualifications.

A proposed approach to the scope of work, including how the bidder will ensure
reliability, responsiveness and consistent communication with the board and
committees.

Team and staffing plan, identifying who will handle SPC’s account day to day, with bios
for key personnel.

The bidder’s policy for using artificial intelligence to complete work for the SPC.
Two to three relevant case studies or work examples working with nonprofits,
associations, etc.

Two references, including name, organization, email and phone number.

A detailed budget reflecting the fee structure described above.

Insurance and Conflict of Interest

Because the selected contractor will manage SPC bank accounts, deposits and payment
processing, the contractor must carry fidelity or crime insurance protecting SPC. Bidders should
state their current coverage or their willingness to obtain upon award.

SPC’s institutional membership includes public affairs and campaign consulting firms. Bidders
must disclose any relationship, financial interest or affiliation that could present an actual or
perceived conflict of interest and describe how any such conflict would be managed.

Specific Scope of Work

General Club Management
o Provide member services via phone and email during regular business hours and
respond to requests within two business days.
o Serve as the physical address for the organization, receive and sort mail,
redirecting as appropriate to Board and Committees.
o Respond to all emails in a timely fashion.

Board of Directors Support

o Serve as adviser to the Board, providing expertise in the areas of nonprofit
management, association management and membership functions, as
appropriate and as requested.

o Create, maintain and distribute committee chair descriptions to incoming board
members/chairs.

o Attend all monthly board meetings. Clear with board president if a meeting
absence is necessary.



Maintain and provide copies as necessary of Sacramento Press Club bylaws,
articles of incorporation, taxpayer identification numbers, IRS and California tax
exemption letters, etc.

Coordinate the renewal of Sacramento Press Club insurance policies (Director &
Officer and General Liability)

Maintain records terms of office forboard members, officers, and committee
chairs.

If needed, coordinate with the president to prepare and disseminate agendas,
reports, budgets and materials at least five business days before the board
meeting.

Send meeting invitations and arrange virtual meeting link.

Assist Board with coordination of electronic scheduling and data updating
through shared documents (such as Basecamp) for simple tasks as requested.
Ensure all files are managed and stored electronically, including governing
documents, financials, board materials, committee materials and all other
pertinent SPC information.

If needed or requested, take meeting minutes and coordinate the final version
with board secretary.

In collaboration with the Membership Committee, administer the annual
election of board members in December each year.

e Membership

O
O

Maintain a master database of members, prospects and nonmembers.

Before each board meeting, prepare a membership report for board approval.
The membership report should detail membership statistics by expiration date,
member type and comparative data from prior years, etc.

Compose membership renewal campaign materials for review by Membership
Committee and board.

Email renewal notices and reminders to members who are slow to renew.
Provide renewal instructions and links to the website. Within 60 days of an
individual member or SPC50 renewal, send out a renewal email. Follow up at 30
days, 15 days and five days.

Alert board’s Finance Committee of lapsed SPC50 members.

After each event, email membership invitations to nonmember meeting/event
attendees. Proactively reach out to prospective members.

Collaborate with Membership Committee and board to identify personal
contacts that could help with member recruitment and retainment.

Send welcome note to all new members, reviewing club offerings, events and
sponsorship opportunities.

Send lapsed member reports to Membership Committee for follow-up.
Develop schedule for event promotions, press releases, sponsorship recognition
and other promotions, including creation of email blasts in MailChimp.

In collaboration with board, create annual report for distribution to members
and website posting.



Distribute newsletter for membership, donors and prospective members every
two months.

Coordinate annual membership survey on programming and overall board
membership experience.

e Website/Technology

(@)

@)
@)
@)
@)

Manage and update SPC website as needed, at least weekly.

Assist board members with website issues and questions.

Assist board with social media posts and event promotion on social media.

Help board delegate social media tasks at live events.

Manage the SPC’s Association Management Software (AMS). Update event
portal, website maintenance and updates and management of the payment
portal.

Provide in-house graphic design for website updates and use in email templates.

¢ Financial Management

(@)

Maintain bank and investment accounts, updating signature cards after changes
in officers.

Coordinate transfers of funds between accounts as necessary to maintain
adequate operating funds.

Assist board treasurer in preparation of annual budget for approval by the Board
of Directors.

Track and enter the annual budget.

Compile year-end financial statements, bank statements/reconciliations,
donation records, Board list, corporate policies and other documentation
required for the preparation of tax returns.

Coordinate preparation of annual tax returns by CPA, obtaining signature by
officers, and filing with any required payments.

Maintain accounting records using financial management software.

Prepare bank deposits, make copies and deliver them to the bank.

Review and approve invoices, prepare checks for the treasurer's signature with
appropriate documentation.

Prepare and send miscellaneous invoices with documentation as necessary.
Follow-up on account receivables.

Reconcile bank and investment statements monthly.

Prepare and assist in answering questions for monthly financial reports for the
treasurer, including balance sheet, accounts receivable, accounts payable, profit
and loss versus budget check detail and deposit detail.

Manually process miscellaneous credit card charges via website (sponsorships,
registration fees, member dues, etc.); email receipts.

Complete 1099/1096 filings for independent contractors.

Prepare and file all government documents required to maintain corporate and
nonprofit status (California secretary of state, attorney general).



Programming support

O
O

Attend all SPC events.

Work with Program Committee chair or designated event lead once event is
scheduled to verify approvals for all expenses, site, marketing materials, social
posts, website listing and other event-related needs.

Manage securing a site, catering, equipment or AV needs, process registrations,
panelists, sighage and sponsor recognition.

Prepare final registration lists and manage check-in at event.

Maintain records of sponsors’ benefits, including complimentary guest passes
and meeting registrations.

Provide an event briefing to Program Committee chair or event lead at least one
week before the event.

Work with event lead to provide moderator panelist bios, sponsor information
and other background information as needed.

Provide weekly ticket sales reports on individual events to Program Committee
chair or event lead.

Work with event lead to distribute event marketing emails and social posts,
including sponsor recognition.

Coordinate with committee on gifts and thank-yous to speakers.

Order and stock name badge holders, name badge inserts, evaluation cards and
other meeting supplies as needed.

Prepare and disseminate agendas, reports, budgets and materials at least one
week before the meetings.

Take meeting minutes and coordinate the final version with the Program
Committee Chair.

Work with Program Committee Chair to prepare reports for Board of Directors
Meetings.

Provide a post-event report to the board, including attendance, financial report
and summary.

Create a Meeting Chronology database with date, topic, speakers and
moderators with firm names, meeting sponsor and number of attendees and
share with Events Committee members.

Maintain schedule of programs for the current year, showing date, topics,
moderator (name + firm), speakers (name + firm), sponsor, and location, number
of attendees and share with Events Committee members.

¢ Finance Committee Support

o Serve as general liaison to sponsors, coordinating free memberships and
other benefits, and obtaining sponsors’ logos for publications as necessary.

o Prepare sponsor invoices and track payments

o Update sponsor page on website.

o Coordinate with Finance Committee chair to plan and execute committee
meetings.

o Prepare agendas and meeting notices.



Assist with the design and content of the annual SPC50 package for
electronic distribution.

Establish a new financial reporting structure to be coordinated and updated
with the chair of the Finance Committee.

e Journalism Awards Support

(@)

Provide support and assistance as requested and plan and attend all Awards
Committee planning meetings.

Align with the committee on duties and deadlines, creating a plan before the
effort launches each fall.

Solicit entries: organize and send initial outreach to potential entrants and
their employers.

Monitor entries in January/February and organize them into packages for
judges to evaluate.

Regularly check payment platform during this period to ensure contest fees
are paid and follow up on submissions that have not been paid for.
Coordinate site selection, catering and equipment with committee for
awards reception.

Coordinate with the Awards Committee on creating and managing awards
event budget.

Create event pages including promotional materials for award sponsors.
Manage registrations including complimentary/discounted registrations for
judges and finalists.

Onsite staff for the awards reception for registration and logistics
coordination.

Provide the webmaster with the submission details so they can update the
website with the finalists and winners after they have been announced.
Send a post-event survey to members to collect feedback, distribute to the
committee after the survey has closed.

Work with the committee on reporting to the board at the conclusion of the
event including financials, survey results and committee summary.

e Scholarship Committee support

O
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Create the Scholarship application on the website in coordination with
scholarship committee chairs.
Assist chairs with marketing emails during the scholarship application period.

Monitor incoming applications for scholarships in January/February and make

them available for committee chairs to access.

Assist committee chairs with any troubleshooting.

Create scholarship luncheon event page on website and manage registrations.
Create social media to announce the scholarship luncheon and winners.

Provide onsite support at the luncheon.

After the scholarships have been awarded, update the website with winners’

bios and photos.






