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Request for Capital Campaign Consultant Proposals 

Organization: Haverford Township Free Library Association 

INTRODUCTION  

The Haverford Township Free Library Association is a non-profit organization established in 
1934. The Library is consistently the top-performing library in Delaware County, Pennsylvania, 
in terms of visitation and circulation of library materials. It has a proud tradition of providing 
excellent service to its constituents in pursuit of its mission to provide residents of the 
Township of Haverford, as well as the public at large, with exemplary access to the broadest 
possible range of resources, programs and services that enhance and enrich their lives. 

SUMMARY  

Haverford Township Free Library and the Library Board of Trustees seek the assistance of an 
organization, firm or individual who has a proven track record in the ability to conduct capital 
campaign planning studies, as well as to develop and execute a capital campaign plan. The 
Consultant will be responsible for overseeing all aspects of the Library’s Capital Campaign. The 
Consultant works in conjunction with the Board of Trustees and Library’s leadership and staff to 
develop and implement plans and systems for a successful campaign.  

Haverford Township Free Library is requesting submissions from fundraising consultants 
interested in managing a Capital Campaign to raise money needed to finance the Library’s 
upcoming renovation and expansion of its current building located at 1601 Darby Rd, 
Havertown, PA  19083. This renovation/expansion project is set to begin in the summer of 
2023. 

The purpose of this Request is to retain a Fundraising Consultant who will:  

Phase 1 –Assessment of the Philanthropic Community’s Interest  

 Conduct interviews with library leadership, Trustees, Friends, and others  
 Identify and evaluate resources available to support a capital campaign  
 Identify challenges to a successful capital campaign  
 Identify potential prospects  
 Complete an audit to assess internal capabilities to support a campaign  
 Present findings to library leadership and Trustees  
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Phase 2 – Audit of the Philanthropic Community’s Interest  

 Develop the Library’s case statement and story  
 Conduct interviews with potential prospects  
 Determine realistic campaign goals  
 Present recommendations to library leadership and Trustees  

Phase 3 – Develop a campaign plan  

 Develop campaign plan, including specific goals for dollars raised, milestones, 
solicitation strategies  

 Develop a campaign calendar  
 Develop a campaign budget  
 Assist in the development of the campaign materials  
 Present recommendations to library leadership and Trustees  

PROPOSED SCHEDULE  

The Library would like to move quickly in the selection of campaign counsel and 
implementation of Phase 1. The selected firm should be prepared to begin work immediately 
after a contract is signed. The submission should include a proposed completion schedule for 
each of the three phases stated above. 

EVALUATION PROCESS AND CRITERIA 

The RFP will be published and notice of its release will be sent to a select number of firms with 
relevant experience. The RFP and any addenda will also be available on the Library website at: 
www.haverfordlibrary.org/rfp. The Library will select the firm based on its professed ability to 
meet the overall expectations of the Library. The Board of Trustees will be the judge of which 
submission offers the greatest benefit to the Library. The following criteria will be used in the 
selection process:  

 Responsiveness and completeness of the response provided to the RFP.  
 Experience and qualifications of consultant and management team, including 

demonstrated knowledge of planning, management, evaluation skills, and experience.  
 Technical quality and methodology of consultant’s approach to organizing and managing 

the project; ability to document information and recommendations clearly in written 
format.  

 Understanding of project objectives and scope; responsiveness to the goals set forth by 
the Library Board of Trustees and Library Leadership. 

 Ability of the consultant and management team to communicate and build consensus 
with board members, staff, and community residents.  
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 Ability of the consultant and management team to communicate with various 
governmental units. 

 Experience with non-profits, public library fundraising projects and/or public building 
campaign projects.  

 Experience with projects requiring historic sensitivity.  
 Past and current projects.  
 References and examples of completed consulting projects. Satisfaction of former 

clients with competency of completed work.  
 Overall project management and ability to accomplish a project of this nature within the 

proposed time schedule. 

SELECTION PROCESS 

 The Library’s Board of Trustees and Library Director will review and evaluate the written 
responses to the RFP. The Board and Library Director, at their discretion, may seek 
expert advice in reviewing the responses. Firms submitting the top-ranked proposals 
may be invited to participate in an on-site interview at their own expense during the 
week of February 27. Full details regarding the interview schedule and format will be 
announced later in the process.  

 The Library’s Board of Trustees and Library Director will evaluate, select organizations 
for interviews, check references, make the final decision, and enter into contract 
negotiations with the successful organization. If these negotiations fail, the Library will 
proceed with contract negotiations with the firm scoring second, and so on. 
Unsuccessful respondents will be notified as soon as possible.  

 The Library is under no obligation to make a selection under this RFP, and it reserves the 
right to make any selection it chooses. The Library reserves the right to reject any and all 
submissions at its sole discretion, accept a proposal based on considerations other than 
cost, and waive or modify any provision of this RFP. 

SUBMISSIONS  

Submit an electronic copy (library@haverfordlibrary.org ) and seven (7) printed copies 
no later than 5:00 pm (ET), Friday, February 17, 2023, to:  

Sukrit Goswami, Director  
Haverford Township Free Library 
1601 Darby Road,  
Havertown, PA 19083  
 
See instructions regarding submission of estimated costs and fees for services in 
Required Information – Fee Structure (page 6).  

mailto:library@haverfordlibrary.org
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Late submissions will not be accepted. Proposals will not be opened in public, and 
proposal information will be kept confidential until an award is made. An 
acknowledgement will be sent for each proposal received.  

The response must include the below listed required information in the stated order. 
Submissions should not exceed 20 single-spaced pages. This limit does not include the 
cover letter and resumes. The submission may be printed single-sided or double-sided 
as long it does not exceed the 20 single-spaced page limit. 

REQUIRED INFORMATION 

The following should be included in the submission in the stated order:  

Introduction  

1. Cover letter with firm’s name, address, email, phone, and fax number.  
2. Contact person’s name, address, email, phone, and fax number.  
3. Statement of philosophy.  
4. A concise statement that demonstrates the organization’s understanding of the project 

and scope of services sought by the Library.  
5. Description of the organization’s approach to the project.  
6. Description of the implementation of the project, include listing of specific tasks.  
7. Proposed completion date and timeline for the project.  
8. Description of any additional consultants that will perform work as part of your 

proposal. Provide names, addresses, and relevant experience for additional consultants.  

Organization History/Experience  

1. Number of years in business.  
2. Type of organization.  
3. Type of ownership, identify owners, partners, etc.  
4. Geographical areas of operation.  
5. Professional affiliations.  

Personnel  

1. List of principals and stakeholders.  
2. Description of the size and composition of your organization.  
3. An organizational chart.  
4. Resumes of the proposed project manager and other key personnel proposed to be 

assigned to this project (the “team”).  
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Experience and References  

1. Discuss your organization’s experience and, in particular, the team’s experience with 
capital campaigns for public facilities and, in particular, nonprofits and public libraries.  

2. Identify five completed similar projects, that the identified key personnel have 
completed within the last five (5) years which best represent the skills of the 
organization and the team. For these projects provide:  

a. Name and address of client.  
b. Name, telephone number, and email address of the client contact person.  
c. Summary of the project, including year completed.  

Other Information  

Provide other pertinent information that you feel makes you qualified for the proposed project.  

Fee Structure  

Provide information on your proposed fee structure which separately lists each service and 
related fee based on the scope of the project discussed above, separately stating, if necessary, 
any charges for anticipated reimbursable costs. This structure should be expressed as a “fee not 
to exceed” figure which itemizes all services included in the proposed fee, as well as an 
itemized list of what would be considered “additional services” if requested by the Library.  

ANTICIPATED TIMELINE 

Issue RFP – Thursday, January 19, 2023  
Written submissions due – Friday, February 17, 2023  
Interviews with Board and Library Director – Week of February 27, 2023 
Selection and notification- Wednesday, March 15, 2023 
Complete negotiation and approval of contract- Friday, March 24, 2023 


