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Request for Proposals - Operations Manager 
Canadian Society of Physician Recruitment (CaSPR) 

 
1. Introduction 
The Canadian Society of Physician Recruitment (“CaSPR”) is seeking proposals from qualified 
proponents to provide Operations Management Services in support of the organization’s 
ongoing administration, governance, membership services, communications, sponsorship 
support, conference coordination, and general operations. 
 
CaSPR is inviting proposals from qualified independent contractors, incorporated service 
providers, or firms with demonstrated experience in association management, not-for-profit 
operations, board support, membership administration, communications, and event 
coordination. 
 
CaSPR’s preference is for one designated lead individual to deliver these services and provide 
continuity over the term of the contract. CaSPR is seeking a service provider who can become 
a trusted and consistent operational pillar for the organization. 
 
2. Organizational Background 
CaSPR is a professional organization that supports physician recruitment professionals through 
membership services, professional development, stakeholder engagement, advocacy, and 
sector collaboration. CaSPR’s work includes supporting members, coordinating board and 
committee activity, maintaining communications and operations, managing conference and 
event logistics, and advancing organizational priorities. 
To support these functions, CaSPR requires an experienced contractor to provide reliable and 
responsive operations management services. 
 
3. Purpose of the RFP 
The purpose of this Request for Proposals is to solicit competitive proposals from qualified 
proponents to provide independent contractor services for the operational management of 
CaSPR. 
This RFP is intended to establish a clear scope of work, proposal requirements, evaluation 
process, and contract framework for the successful proponent. 
 
4. Term of Assignment 
CaSPR anticipates entering into an agreement for a term of one (1) year, commencing July 6, 
2026 (or as soon as possible pending the RFP review process) and one year from that start 
date, unless terminated earlier in accordance with the agreement. An extension after the one 
year term will be determined, and agreed upon by all parties, near the end of that one year term.  
Any renewal or extension beyond this term will be at the sole discretion of CaSPR and subject 
to organizational need, satisfactory performance, and available budget. 
 
5. Service Model 
CaSPR is seeking a proposal that identifies one primary individual who will lead and deliver 
the services under this agreement. 
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Where a firm submits a proposal, the firm must clearly identify the specific individual who will 
serve as the primary service provider. CaSPR’s preference is for continuity in this role throughout 
the contract term. Any proposed substitution of the primary individual must be communicated in 
advance and approved by CaSPR. 
 
The successful proponent will provide services as an independent contractor and will invoice 
CaSPR monthly for services rendered in accordance with the terms of the final agreement. 
 
6. Scope of Work 
The successful proponent will provide services including, but not limited to, the following: 
 
6.1 Administration and General Operations 
The proponent will: 

● respond to routine inquiries and direct matters to the appropriate CaSPR representative 
when required  

● provide general administrative support to the organization  
● maintain continuity of operational activities  
● support the development and maintenance of internal procedures, manuals, calendars, 

and tracking tools  
● maintain key records, contact lists, and operational documents  
● support the coordination of Zoom/Teams meetings, presentations, and related logistics  
● perform other mutually agreed-upon administrative services as required  

 
6.2 Website, Communications, and Member Services 
The proponent will: 

● oversee the referral to a website company to maintain and update the CaSPR website as 
required  

● assist members with website access and member-only resources  
● administer membership records, renewals, applications, and related correspondence  
● prepare and distribute member notices, welcome communications, education certificates, 

and renewal reminders  
● manage and coordinate newsletters, e-blasts, surveys, website updates, and social 

media updates, in conjunction with the communications committee 
● assist CaSPR in maintaining compliance with communications-related requirements  

 
6.3 Board and Committee Support 
The proponent will: 

● attend recurring meetings of the Executive Committee and other committees as required  
● provide administrative and coordination support to Board committees and working groups  
● support board orientation and onboarding processes where requested  
● assist with the preparation and circulation of materials required for effective board and 

committee decision-making  
● support the Chair and Executive in maintaining organizational continuity and follow-up on 

key priorities  
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6.4 Conference and Event Support 
The proponent will: 

● provide administrative and operational support for the annual conference and other 
education or member events  

● assist with registration administration and reporting  
● support preparation of conference materials, name badges, and presentation files  
● provide onsite, virtual, and/or hybrid support during conferences and events as required  
● support post-event file management, uploads, reporting, and follow-up activities  

 
6.5 Strategic and Organizational Support 
The proponent will: 

● support the Board Chair in implementing annual operational and strategic priorities  
● assist with tracking workplan deliverables, timelines, and committee activities  
● support the development and maintenance of operating calendars and planning tools  
● assist with carrying forward organizational priorities approved by the Board  

 
6.6 Sponsorship and Stakeholder Support 
The proponent will: 

● support the sponsorship chair with sponsorship administration and sponsorship-related 
deliverables  

● Source/Lead dialog on fundraising and sponsorship opportunities  
● compile statistics and background information for annual reports and sponsorship or 

funding-related requirements  
● support stakeholder communication and follow-up as requested by CaSPR leadership  

 
6.7 Financial and Contract Administration Support 
The proponent will: 

● work with the Treasurer and/or designate on operational financial administration as 
assigned  

● support basic budget tracking, expense coordination, and administrative financial 
reporting  

● submit approved expenses with appropriate documentation in accordance with CaSPR 
policy  

● support administrative aspects of contract management and organizational record-
keeping as assigned  

 
For clarity, the successful proponent will not have the authority to bind CaSPR contractually 
unless specifically authorized in writing. 
 
6.8 Reporting 
The proponent will: 

● track hours and activities completed in order to support transparent monthly invoicing  
● attend regular meetings with CaSPR leadership to review progress, deliverables, and 

priorities  
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7. Deliverables 
At a minimum, the successful proponent will be expected to provide: 

● monthly activity and service reports  
● ongoing member and administrative support  
● website and communications updates  
● board and committee support  
● conference and event support  
● updated internal operations resources and trackers  
● sponsorship and stakeholder support documentation  
● timely communication of issues, risks, and priorities requiring leadership attention  

 
8. Proponent Qualifications 
Proponents should demonstrate: 

● experience in association management, not-for-profit administration, or comparable 
organizational operations  

● experience supporting boards, committees, conferences, and membership-based 
organizations  

● strong organizational, administrative, and project coordination skills  
● strong written and verbal communication skills  
● experience with websites, membership databases, email platforms, surveys, and virtual 

meeting platforms  
● ability to manage multiple priorities and work independently  
● ability to maintain confidentiality and professionalism  
● knowledge of healthcare, physician recruitment, or professional association work is 

considered an asset  
 
9. Proposal Submission Requirements 
Proponents must include the following in their submission: 
 
9.1 Cover Letter 
A brief cover letter summarizing: 

● the proponent’s interest in the opportunity  
● understanding of the assignment  
● overall suitability and relevant experience  

 
9.2 Proponent Profile 
A description of the individual or firm, including: 

● legal name  
● business structure  
● years in operation  
● relevant background and expertise  

 
9.3 Experience and Qualifications 
A summary of relevant experience, including examples of similar work performed for 
associations, member-based organizations, not-for-profits, healthcare organizations, or 
comparable clients. 
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9.4 Proposed Service Approach 
A description of how the proponent would deliver the services, including: 

● approach to day-to-day operational support  
● communication and responsiveness  
● prioritization of work  
● reporting processes  
● experience supporting boards, committees, events, and membership services  

 
9.5 Assigned Personnel 
Proponents must identify the individual who will be primarily responsible for delivering the work. 
CaSPR is seeking continuity in this role and expects the successful proponent to assign one 
dedicated individual with the experience, judgment, and organizational capacity to support the 
society over time. 
Proposals should include: 

● name of the primary service provider  
● resume or biography  
● description of relevant experience  
● confirmation of availability for the duration of the contract  
● description of any backup support, if applicable  

 
9.6 Pricing Proposal 
Proponents must provide a pricing proposal based on a monthly retainer and monthly invoice 
model. 
Pricing must clearly identify: 

● the proposed monthly retainer fee  
● the scope of services covered within that retainer  
● the process for invoicing CaSPR monthly for services rendered  
● hourly or project rates for any approved work outside the agreed scope, if applicable  
● applicable taxes  
● any reimbursable expenses, if applicable  

 
9.7 References 
Provide a minimum of two (2) references from current or recent clients for similar work. 
 
10. Proposal Evaluation 
Proposals will be evaluated based on the following criteria: 

 
Evaluation Criteria 

Weight 

Relevant experience and qualifications 30% 

Understanding of the scope and proposed approach 30% 

Capacity, continuity, and assigned personnel 15% 

Pricing and overall value 15% 

References 10% 
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CaSPR may, at its sole discretion: 
● request clarification from proponents  
● invite one or more proponents to an interview  
● negotiate scope, pricing, or terms with the preferred proponent  
● reject any or all proposals  

 
11. Pricing Structure 
CaSPR prefers a pricing structure that clearly reflects an independent contractor relationship. 
The successful proponent will invoice CaSPR monthly for services rendered, supported by a 
brief summary of services completed during the billing period. 
Pricing should identify: 

● a fixed monthly retainer for core services  
● any hourly or project-based rate for approved services outside the core scope  
● any reimbursable expenses, if applicable  
● applicable taxes  

CaSPR is not seeking an employee arrangement or salary-based structure through this RFP. 
 
12. Contract Terms 
The successful proponent will be required to enter into a written agreement with CaSPR. The 
final agreement is expected to include terms related to: 

● independent contractor status  
● monthly invoicing for services rendered  
● payment terms  
● confidentiality  
● intellectual property  
● reporting obligations  
● expense reimbursement, where pre-approved  
● conflict of interest  
● termination for cause  
● termination on notice  
● return of records and organizational property upon termination  
● compliance with applicable law  

 
13. RFP Schedule 
CaSPR anticipates the following process: 

● RFP release date: June 1, 2026 
● Deadline for questions: June 10, 2026 
● Proposal submission deadline: June 12, 2026 5pm EST 
● Evaluation period: June 12 to 25 2026 
● Interviews, if required: June 12 to July 3, 2026 3pm EST 
● Anticipated award date: July 3, 2026 
● Anticipated contract start date: July 6, 2026  

 
CaSPR reserves the right to amend this schedule at any time.      
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14. Submission Instructions 
Proposals must be submitted electronically in PDF format to: 
Denise Coulombe 
Chair 2026-2027 
Canadian Society of Physician Recruitment (CaSPR) 
Chair@caspr.ca 
Subject line: RFP Submission – CaSPR Operations Manager 
Late submissions may be rejected at CaSPR’s discretion. 
 
15. Questions and Clarifications 
Questions related to this RFP must be submitted by email to Chair@caspr.ca no later than 
June 10, 2026. Responses to questions may be shared with all proponents where appropriate 
to support a fair and transparent process. 
 
16. Rights Reserved by CaSPR 
CaSPR reserves the right, in its sole discretion, to: 

● amend or cancel this RFP at any time  
● accept or reject any or all proposals  
● waive irregularities or informalities in any proposal  
● request additional information or clarification  
● negotiate with one or more proponents  
● select the proposal that best meets CaSPR’s needs, which may not necessarily be the 

lowest-cost proposal  
 
17. Confidentiality of Proposals 
Proposal materials submitted to CaSPR will be used for evaluation purposes. Proponents should 
clearly identify any portion of their submission they consider confidential. 
 
18. Conflict of Interest 
Proponents must disclose any actual or potential conflict of interest that may arise from providing 
services to CaSPR. 
 
19. Independent Contractor Relationship 
The successful proponent will provide services as an independent contractor and not as an 
employee, partner, or agent of CaSPR, except where specific written authority is granted. 


