Request for Proposal
Project Director for the creation of Guidelines for Provision of Financial Literacy Education Services in
Libraries
American Library Association
Reference and User Services Association

Introduction
A. Purpose

The American Library Association is seeking an individual to serve as Project Director to oversee
creation of guidelines and best practices for financial literacy education (FLE) services provided by
libraries, including research and preparation of guidelines and best practices documents, a roll out
plan and white paper, a webinar, and measures of the success of these materials through interviews,
surveys and questionnaires, as outlined in the grant narrative. The Project Director will select,
convene and manage two groups. The first is a 9-member Advisory Group, including
representatives from the following committed partners—the University of Wisconsin-Madison’s Center
of Financial Security, Naperville Public Library, Brooklyn Public Library, and FINRA Foundation—
with other organizations invited to join during the grant year. The second is a 4-member Working
Team, consisting of the Project Director and RUSA/BRASS volunteers, which will conduct necessary
research, identify, select and assemble best practices, model programs and suggested activities for the
larger Advisory Group, then winnow the results into a clear, easy-to-follow framework for both the
guidelines and curriculum.

The Project Director will oversee creation of the following deliverables:

(1) a final copy of national guidelines for library-based FLE

(2) a draft copy of the FLE best practices guide

(3) a 90-minute FLE “beta” webinar introducing the guidelines and best practices
(4) aroll-out plan for all materials and a white paper

Additional responsibilities of the Project Director include arranging meetings for the two teams and
scheduling public hearings and presentations before interested groups.

B. Summary of Project

The project will be carried out under the leadership of a Project Director who will be hired by
RUSA. The Project Director is responsible for leading both the 4-member working team as well as
the advisory committee. The Working Team will meet regularly throughout the project to carry out
most of the work. A Project Advisory Committee will also be appointed to advise the Working
Team, review draft products, and represent the views and concerns of both consumers and
librarians. The Executive Director of RUSA will administer the project for ALA.

This is a project to oversee creation of the following deliverables:

(2) a final copy of national guidelines for library-based FLE

(2) a draft copy of the FLE best practices guide

(3) a 90-minute FLE “beta” webinar introducing the guidelines and best practices
(4) aroll-out plan for all materials and a white paper



The guidelines and best practices will be posted on the Guidelines section of RUSA’s website by
October 2014; a “beta” version of the webinar will be offered to interested librarians in August
2014; and the roll-out plan delivered to IMLS with a white paper. We anticipate the finalized best
practices guide to be available on RUSA’s site by early 2015, with a webinar series—derived from
the breadth of FLE research and materials—offered for charge to interested library leaders and
continuing on an ongoing basis. The direct audience will be librarians serving all types of US
libraries with an emphasis on library leaders who can implement FLE programs, services or
trainings. Indirectly, the trainings and new programs these materials stimulate will impact library
patrons, including: elementary school children and their caregivers, high-school/college students
opening new accounts and considering short- and long-term savings plans; adults struggling with
debt, refinancing options, employment, or related cash-flow issues; individuals seeking unbiased
investing advice; retired adults living on fixed incomes. Materials will emphasize what makes
library-based offerings so unique—an integrated environment where patrons can connect financial
planning to complementary learning in equally vital job-seeking, technology, public health, and
literacy areas.

This process will be funded by a grant from the Institute of Museum and Library Services (IMLS).
The Reference and User Services Association (RUSA), a division of the ALA, will administer the
project.

The project is expected to be completed by October 1, 2014. A schedule for the project is included
in point VII.

For more details about the grant, please see the narrative here:
http://www.ala.org/rusa/sites/ala.org.rusa/files/content/RUSASPARKSnarrative.pdf

Submission of Response
Applicants must email (preferred) or mail their proposals by 5:00pm CT on September 23, 2013 to:

American Library Association
Attention: Susan Hornung

50 East Huron Street
Chicago, IL 60611-2795
Email: shornung@ala.org

Proposals not received by the date and time specified may not be considered and will be returned to the
sender marked “LATE RESPONSE”.

Questions about the Request for Proposal or requests for further information should be addressed to:

Susan Hornung

Executive Director, RUSA
American Library Association
50 East Huron Street
Chicago, IL 60611
800-545-2433 x4395
312-944-8085 (fax)
shornung@ala.org



http://www.ala.org/rusa/sites/ala.org.rusa/files/content/RUSASPARKSnarrative.pdf
mailto:shornung@ala.org
mailto:shornung@ala.org

Role of Project Director

The Project Director will facilitate and coordinate all phases of the guidelines and best practices
development process, with the assistance of the Working Team and Advisory Committee. This person
facilitates the group process of developing the guidelines and best practices, roll-out plan and white

paper.

This will involve the following responsibilities:

Arranging meetings for the Working Team and Advisory Group

Arranging for public hearings and presentations before interested groups
Conducting necessary research

Hiring and paying for services of any project support staff

Preparing all drafts and final copies of guidelines, best practices, and white paper

Communicating with the Working Team and Advisory Committee and handling inquiries from the
field

Providing progress reports as requested

Working with the RUSA Executive Director regarding the specifics of the contract and
expenditures

Factors for Selecting Project Director
The following factors will be examined to determine the successful proposal.

A

Background and Experience

The successful candidate will demonstrate:

1. background and experience with financial literacy education services provided by libraries

2. background and experience with the development and use of library guidelines and guidelines
3. background and experience with similar projects and responsibilities

Timetable for Carrying Out the Project
The successful candidate will be able to meet the deadlines listed in the schedule. (See VII)

Proposal Specifications

A.

General Instructions

The proposal must comply with the content requirements detailed in this section. The applicant
must submit a complete proposal that provides proof of experience and qualifications to complete
the required activities and the estimated costs to do so. If the applicant is a doctoral student, he/she
should send a letter of recommendation from a faculty member who agrees to supervise work on
this project.

A complete proposal includes:

1. Letter of application

2. Formal proposal (including budget)

3. Attachments as appropriate (resume, etc.)

4. An emailed copy of the proposal is due by 5:00pm on Monday, September 23, 2013
Send to:

American Library Association

Attention: Susan Hornung

50 East Huron Street

Chicago, IL 60611-2795



All costs for the applicant’s proposal preparation are the responsibility of the applicant and may not
be charged to the budget for the project.

B. Letter of Application
The letter of application must be signed by one or more individuals qualified to perform the work
described. Individuals signing the letter must indicate position title. A contact person for further
information must be identified.

C. Formal Proposal
The formal proposal must detail methodology, scope of work, implementation steps and adherence
to the schedule. The proposal must provide an overview of the approach to be taken in completing
the tasks required and outline specific activities to be undertaken in order to produce the required
final product.

Any anticipated theoretical or practical problems associated with the completion of each task must
be discussed in the proposal, and solutions, alternatives or contingency plans related to these
problems must be proposed as appropriate.

1. Staffing Section
The staffing section must present a plan for the work that will ensure accomplishment of all
needed tasks. Staff assigned to the project must be identified by name, title, and the amount of
time devoted to each project task.

2. Budget
The budget proposal must contain, at a minimum, the following information (in sufficient detail
to show how cost is determined):
e Compensation, at a per day or other unit rate for personnel, and the number of hours

projected for each individual to complete each task within the scheduled timeline

e Contracted services
e Miscellaneous costs
e Total cost for project
NOTE: Institutional overhead is not an acceptable cost. No more than $25,000 will be spent on
the fee for the Project Director. The cost of travel for the Project Director will be paid by
RUSA. Expenses for telephone, fax, postage and duplicating are also covered by the grant and
are not charged against the Project Director’s fee.

3. Attachments
e The proposal must include resumes of all project staff.
e Submit the names of three references that are familiar with your qualifications and
experiences.

VI.  Other Considerations
A. Compensation
No more than $25,000 will be provided for the Project Director’s fee.

B. Selection Process
The Project Director will be selected from those proposals submitted in response to this RFP. The
proposals will be reviewed by an Ad Hoc Selection Committee, comprised of representatives from
two RUSA sections: BRASS (Business and Reference Services Section) and RSS (Reference
Services Section). This Committee will make a recommendation to the RUSA Board of Directors
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for their approval. The Project Director will be hired by RUSA.

C. Contract for Services and Payment Schedule
RUSA will prepare a contract with the Project Director that includes the specific responsibilities
and timetable for the project. (The final timetable may vary from the one included in the RFP.) It
will also clarify a schedule for payment that will be negotiated between the Project Director and the
RUSA Executive Director.

D. Financial Reports
The Project Director will submit financial reports that show, for each expenditure category in the
proposal, what was budgeted and was actually spent.

E. Products
The results of this project will be:

(1) a final copy of national guidelines for library-based FLE

(2) a draft copy of the FLE best practices guide

(3) a 90-minute FLE “beta” webinar introducing the guidelines and best practices
(4) aroll-out plan for all materials and a white paper

The final version and all drafts will be submitted to the RUSA Executive Director in electronic
(Microsoft Word) format; the webinar will be submitted via an Adobe Connect recording.

F. Ownership of Materials
All materials developed, data collected, or reports prepared under the terms of this project
agreement become the property of the ALA. ALA reserves the non-exclusive rights to copy such
material and to publish, disseminate, and otherwise use the materials developed under the terms of
this agreement in print or electronically.

VIl. Deliverables and Completion Schedule
Deliverables:
(1) a final copy of national guidelines for library-based FLE
(2) a draft copy of the FLE best practices guide

(3) @a90-minute FLE “beta” webinar introducing the guidelines and best practices
(4) aroll-out plan for all materials and a white paper



Completion Schedule:

NATIONAL GUIDELINES & BEST PRACTICES FOR FINANCIAL LITERACY EDUCATION

COMPLETION SCHEDULE: OCTOBER 2013 TO SEPTEMBER 2014

Oct. | Nov | Dec. | Jan. | Feb.
2013 | 2013 | 2013 | 2014 | 2014

Mar.
2014

Apr.
2014

May.
2014

June
2014

July
2014

Aug
2014

Sep
2014

A IDENTIFY & ASSEMBLE TEAM

Recmit & Hire Project Director: led by Susan Horning with help
from BRASS volunteers on Working Team (WT).

-

Assemble 9-Member Advisory Group: WT, Project Director (PD)
& early stakeholders will be involved, led by Hornung, Stars indicate
quarterly meetings of Advisory Group (AG).

Identify & Reach Out to Stakeholders: Ongoing process during
grant term & beyond by o/ participants, led by PD

B. RESEARCH & ANALYSIS

Review & Survey of SI/BRASS Participants: Led by PD, WT will
review Grant Report & local reports—also survey SI/BRASS
network, with follow-up interviews for parties of interest.

Landscape review: Led by PD & WT, with puidance from AG.

Interviews with stakeholders: Same as directly above.

C. DRAFTING & PRODUCTION

First & Second! Draft- completion deadlines indicated by stars.
Finalized guidelines (G/L) & draft of best practices (BP) by
September 2014. 1% daft of G/L & summary of BP working
document presented at ALA conference in June.

G/L

D. GENERATING & INCORPORATING FEEDBACK

Internal Oversight: within & between committees throughout term.

Quarterly Reports: Provided by PD before AG meetings.

ALA Public Hearings: First at the mid-year conference
in Philadelpia PA, second in Las Vegas NV.

Online Surveys: Developed by PD for SI/BRASS networks and,
later on, for anybody downloading the FLE gudelines.

E. DISSEMINATION & PUBLICITY

Promotion of gwidelines: PD & Hornung to lead efforts.




