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January 24, 2014 

        

        

REQUEST FOR RECRUITING SERVICES 

I. INTRODUCTION & BACKGROUND 

The Corporation for Public Broadcasting (CPB) is a private, 501(c)(3) nonprofit corporation 
created by Congress in 1967. The mission of CPB is to facilitate the development of, and 
ensure universal access to, non-commercial high-quality programming and 
telecommunications services.  It does this in conjunction with non-commercial educational 
telecommunications licensees across America. CPB helps support the operations of more 
than 1000 locally owned and operated public television and radio stations nationwide by 
providing grants for operations. CPB also awards grants to create programs that air on 
public broadcasting stations but does not directly produce or broadcast programs.  More 
information can be found at http://www.cpb.org. 

CPB is funded by an annual appropriation from Congress.  CPB’s appropriation is an 
“advanced” appropriation, which means that decisions on the amount of federal support for 
public broadcasting are made two years ahead of the fiscal year in which the funding is 
allocated.  Additionally, the Public Broadcasting Act defines how CPB distributes its 
appropriation.  Ninety-five percent of CPB’s appropriation goes directly to content 
development, community services, and other local station and system needs. Only five 
percent is allocated to administrative costs. By statute, Community Service Grants (CSGs), 
which go directly to local public television and radio stations, make up 70 percent of CPB’s 
entire appropriation. Also by statute, the System Support category funds projects that 
benefit the entire public broadcasting community, while the Television Programming and 
Radio Programming funds support the development of national content. 

CPB currently employs a staff of 98.  The following organization chart is provided to gain an 
understanding of CPB’s structure.  More detailed information will be provided to the firm 
selected to carry out this assessment. 

 

http://www.cpb.org/
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II. OVERVIEW 
CPB seeks to engage a firm or individual (“Contractor”) to assist with recruiting qualified 
candidates for various mid to senior level positions as they become vacant at CPB. Once 
initiated by CPB, it is important that each recruitment search be started immediately.  CPB’s 
goal is to have each of their position vacancies filled with a qualified candidate within 3 to 4 
months.  The contract term will extend for a period of one year, with the option to renew at 
CPB’s sole discretion, for two additional one year terms. 
 
Examples of mid to senior level positions at CPB: 

Project Manager, Public Media Engagement - manages public media engagement and 
impact grant programs, ensuring  they are effectively planned, implemented, accurately 
budgeted, and transacted in accordance with CPB policies and procedures.  
Developstimelines, metrics, deliverables, and processes that ensure all project objectives 
and contract deliverables are met.   

• Bachelor’s Degree in communications, business, or related field; or equivalent 
experience. 

• 5-7 years of related work experience in progressively responsible positions in a 
related environment. 

• Ability to critically analyze project proposals and budgets and recommend 
modifications as needed. 

• Demonstrated proficiency related to project management and the execution of all 
phases of the process (e.g., establishing goals, planning, organizing, and managing 
resources – including budget), as well as managing multiple concurrent projects. 

 

 
 



3 
 

VP, Communications - Develops, maintains and implements strategies and initiatives to 
represent CPB’s interests with external audiences such as media and industry groups, the 
Administration and Congress, and interested citizens.   

 
• Advanced degree in public policy, communications government or related field. 
• Ten years’ experience in a high level leadership position in a related field. 
• Significant experience developing and communicating strategies for achieving 

business objectives, planning, organizing and managing multiple priorities, 
developing and managing projects and budgets, and applying resources 
strategically to achieve significant, measureable impact.   

 
III. PROJECT 

Contractor will be expected to manage the recruitment process, including but not limited to 
providing the following services: 
 

1) Identify a diverse pool of qualified candidates from a wide range of sources. 
2) Provide feedback on the proposed position description, qualifications, and required 

educational background. 
3) Conduct a preliminary in-person interview of potential candidates to determine 

whether they are qualified for the position, after completing a successful initial 
phone interview. 

4) Select/present to CPB well qualified candidates that Consultant recommends CPB 
consider for the position. 

5) Conduct candidate assessment to evaluate candidate fit against the position 
description (as requested by CPB). 

6) Facilitate offer negotiation (when required by CPB) with candidate(s) of choice. 
7) CPB will conduct candidate employment and education reference checks as well as 

criminal background checks. 
8) Regularly advise CPB of Consultant’s recruiting efforts.  

 
In the event the candidate identified by Contractor is released by CPB for performance-
related issues during the first 12 months of his employment, Contractor will be expected to 
conduct a new search to replace the candidate at no additional cost.  

 
IV. EVALUATION CRITERIA 

The proposals submitted in response to this RFP will be evaluated based on the following 
criteria: 

• Recent experience of the staff assigned to this project successfully recruiting 
candidates on a timely basis.  Please include the consultant’s bio. 

• Whether the organization is well positioned and has the capacity to provide the 
requested services. 

• References from 2 clients for whom the Contractor provided search services for to 
senior level staff within the past three years, along with their contact information 
and email addresses and telephone numbers. 
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• Cost – please indicate the cost for the services provided for the initial term and 
each renewal period, as well as any travel expenses.  The contractor will be 
expected to meet with CPB in its offices in Washington, D.C., between one and 
three times each contract term.   
 

V. PROPOSALS 
The technical proposal must be separate from the cost proposal.  Applicants must submit 
the technical proposal in writing (electronically) to Cara Dalrymple no later than February 7, 
2014, at the following email address:  cdalrymple@cpb.org.  The cost proposal must be 
forwarded via email to Jackie Livesay at the following email address:  jlivesay@cpb.org.  
 
 Any questions must be submitted in writing directly to Ms. Dalrymple cdalrymple@cpb.org.  
All questions and CPB’s responses will be posted on CPB’s website without attribution. 
 

VI. SUMMARY OF REQUIRED CONTRACT PROVISIONS 
Proposals submitted in response to this RFP by an applicant (“Offeror”) shall be valid for at 
least 90 days following the closing date of proposals. 

Proposals shall be prepared simply and economically, providing a straightforward, concise 
description of the Offeror's proposals to meet the requirements of this RFP. Neither 
multiple nor alternate proposals will be accepted. An Offeror should give specific attention 
to the clear identification of those portions of its proposal that it considers confidential, 
proprietary commercial information or trade secrets. 

The selected Offeror shall be responsible for all products and services required by this RFP. 
Subcontractors must be identified and a complete description of their role relative to the 
proposals must be included in the Offeror’s proposals.  By submitting an offer in response to 
this RFP, an Offeror, if selected for award, shall be deemed to have accepted the terms of 
this RFP. Any exceptions to this RFP must be clearly identified in the proposal. A proposal 
that takes exception to these terms may be rejected. 

As part of the RFP review process, CPB may share materials, data, other information and 
analyses (collectively, “Information”) with Offerors. As a condition of receiving such 
Information, Offerors responding to this RFP shall be deemed to agree to protect, preserve 
and maintain all such Information on a strictly confidential basis, and to promptly return to 
CPB upon its request all tangible copies of such Information in your possession. 

CPB is not responsible for loss or damage to material submitted with or in support of this 
RFP. Any submission to CPB shall become the property of CPB (not including any intellectual 
property rights contained in such submission), and CPB is not required to return any 
submitted materials to any Offeror. CPB is not responsible for any violation of copyright, 
trademark, patent, trade secret, or other rights that may result from disclosure made by 
response to this RFP. 

mailto:cdalrymple@cpb.org
mailto:jlivesay@cpb.org
mailto:cdalrymple@cpb.org
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Solicitation by CPB of proposals does not constitute an agreement by CPB to extend funding 
to any party for the project under consideration. CPB may, in its sole discretion, elect not to 
pursue this project in any manner. 

By submitting a proposal, each Offeror grants to CPB the right to duplicate, use, disclose, 
and distribute all of the materials submitted for purposes of evaluation, review, and 
research. In addition, each Offeror guarantees that the Offeror has full and complete rights 
to all of the information and materials included in the proposal. Each Offeror also 
guarantees that all such materials are not defamatory and do not infringe upon or violate 
the privacy rights, copyrights, or other proprietary rights of any third party. 

 
VII. CONDITIONS OF AGREEMENT 

If a proposal in response to this RFP is selected for funding, Offerors will be required to sign 
a binding agreement. Until both parties have signed an agreement, no express or implied 
commitment has been made to provide financial support.  Offerors are not authorized to 
commence work until the agreement is fully executed. If Offerors opt to commence work, 
they do so at their own risk. No oral or written statement other than the signed, written 
agreement will govern or modify the relationship. 

As a condition of agreement, Offerors must guarantee that, among other things, any work 
they undertake on behalf of CPB is not defamatory and will not violate or infringe upon the 
privacy rights, copyrights, or other proprietary rights of any third party. Offerors must also 
agree to indemnify CPB against any loss resulting from breach of any of the guarantees 
contained in the agreement. 

Those receiving funds from CPB must be able to comply with a number of requirements that 
will be included in the operative agreement. These requirements include but are not limited 
to: 

1) A demonstration of adequate financial support to complete the work for which they    
have been contracted and to deliver reports and/or other intellectual property 
created pursuant to the Agreement; 

2) Maintenance, for 3 years following receipt of relevant funds, of all financial records 
 to the project, which records shall be accessible to CPB, and to the U.S. Comptroller 
General or other representatives for examination and audit purposes. (Offerors will 
additionally ensure that any subcontractors or consultants under the agreement 
shall also maintain such records for the period specified and under the same terms); 

3) Maintenance, for 3 years after approval of a final financial report, of a complete file  
of all subcontracts and other agreements, licenses, clearances, and other 
documents related to the work undertaken, copies of which shall be made available 
to CPB on request; 

4) Submission to CPB of a copy of any U.S. Comptroller General final audit report in  
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connection with the project; 
5) Compliance with equal employment opportunity and nondiscrimination laws and  

policies; 
6) Offerors will be required to provide documentation as to actual costs, and provide  

supporting detail demonstrating that all costs are reasonable, necessary and 
allocable to the requirements and objectives of the work undertaken; and 

7) All research and materials created, developed, compiled or produced pursuant to or  
as a result of this project (including but not limited to all reports) will be considered 
ordered and commissioned by CPB as works made for hire under the copyright laws, 
and made in the course of services rendered. If, for any reason, the proposed 
research and materials to be provided are not considered works made for hire 
under the copyright laws, then the Offeror will be required to assign all right, title 
and interest in and to such research and materials to CPB. Offerors further agree 
that neither they, nor any of their subcontractors, will have any copyrights or other 
intellectual property rights whatsoever in any research and/or materials created, 
developed, compiled or produced by them or by any subcontractor, or by any third 
party participating in the preparation of research or materials for this project. 

8) The agreement will be governed by construed in accordance with the laws of the  
 District of Columbia without regard to its conflict of law provisions. 

Other material terms and provisions will be set forth in the documents provided to the            
Offeror that successfully completes the selection process. 

CPB will have complete rights to the reports created as deliverables for this project. 

CPB will not be responsible for any costs incurred by an Offeror in preparing and submitting a 
proposal, or in performing any other activities relative to this solicitation. 

 


