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Nonprofit
Resource Network

AT MILLERSVILLE UNIVERSITY




REQUEST FOR PROPOSALS
Workshop Instructor: Understanding Nonprofit Finance
DESCRIPTION OF REQUEST

Purpose:

To recruit an instructor for Understanding Nonprofit Finance, an open-enrollment workshop offered by the Nonprofit Resource Network (NRN) as part of its Nonprofit Management Certificate Program.
History:

Started in 2007 as part of Lancaster County Community Foundation’s capacity-building initiative, the NRN seeks to enhance the effectiveness of nonprofit organizations, providing professional development, networking opportunities and access to critical information resources.  As one way to build nonprofit capacity, the NRN provides open-enrollment workshops on various topics critical to nonprofit management.  All classes offered by the NRN target nonprofit employees, though board members and other volunteers are welcome to attend.  For more information about the NRN, please visit our website at www.NonprofitResourceNetwork.org. 
Description of Need:

The NRN currently needs a seasoned, knowledgeable instructor for its 4-hour workshop titled Understanding Nonprofit Finance.  The workshop is scheduled to run on Thursday, October 28, 2010 from 9:00 am – 1:00 pm.  (This date is somewhat flexible.)
Please note that curriculum for this workshop has already been developed but may to be tweaked based on the instructor’s experience and also past workshop evaluations.  Please contact Anne Gingerich at anne.gingerich@millersville.edu for a copy of the curriculum.
Nonprofit employees most likely to attend the Nonprofit Management Certificate Program include individuals who are new to executive management, mid-level managers looking to move up within their organizations and  professionals interested in refreshing/enhancing their skills.  As a program, the Nonprofit Management Certificate Program introduces participants to the fundamentals of executive management, starting with nonprofit incorporation, mission and strategic planning, then covering public relations, nonprofit finance, program and agency assessment and nonprofit leadership.  The five modules included in the program are:

· Module 1: Nonprofit Essentials for Success: Mission, Governance and Planning

· Module 2: Can You Hear Me Now?  Are You Getting Your Core Message Out?

· Module 3: Understanding Nonprofit Finance

· Module 4: Reflecting Your Mission with Numbers

· Module 5: How to Lead in Your Nonprofit World

Within this context, Understanding Nonprofit Finance seeks to build and apply knowledge about the fundamentals of agency budgets and the foundation for understanding the intricacy of financial standards.  Submitted proposals must demonstrate how the class will meet the following learning objectives and skill/tool acquisition.
Learning objectives for this class include:

· Understand the characteristics of a well-managed and fiscally sound agency

· Learn practice methods for managing and monitoring your agency finances

· Explore basic accounting standards for nonprofit organizations
Measurements of Success:

1. In-class evaluations will result in the following ratings
2. Participants will walk away with the following skills/tools:
· In-class practice in creating and managing a budget using an Excel spreadsheet format
· Electronic version of budget form  to use with their own organization/program

Training Location: Dixon University Center, 2986 North Second Street, Harrisburg, PA  17110
Timeline:
June 30, 2010 
Proposals should be submitted by no later than 5:00 pm.
July 9, 2010 
The Proposal Review Committee will review submitted proposals and make recommendations.
July 16, 2010
Those submitting proposals will be notified via email about their success.


Successful Proposals will follow have the following timeline for submitted materials.
· October 1, 2010 
Course Materials to be delivered for NRN Review and Approval.

· October 8, 2010
All edits/changes returned to consultant for implementation
· October 15, 2010
Completed, approved course materials to be delivered to the NRN
· October 28, 2010 
Facilitation of the “Understanding Nonprofit Finance”  Workshop
Honorarium Available: $1,000
Other Benefits:
The NRN understands that this honorarium listed does not adequately cover the cost of instructor’s preparation or facilitation time. However, we hope to add value to your personal/professional experience and business relationships in the following ways and more: 

· NRN Instructors shape the educational opportunities needed by local not-for-profit leaders. 

· NRN Instructors interact with other community leaders and may build their own businesses (not at the expense of quality instruction) through this networking opportunity.
Questions should be directed to:

Contact Name: Anne Gingerich, NRN Director
Phone: 717.871.2178

Email: anne.gingerich@millersville.edu
PROPOSAL CONTENT

All workshops must adhere to the NRN’s Standards of Excellence for Workshop Training (Please see the attached Standards.)

Proposals from members of the NRN’s Preferred Consultant Network will receive higher consideration than those who are not members.  If interested in learning more about the Preferred Consultant Network, please http://www.nonprofitresourcenetwork.org/resources/consultantjoin.php.
Interested parties should submit the following information:
I. General Bio/History of the Instructor
Include a general biographical statement.  Though attached Resumes/CVs are acceptable, the NRN will use a portion of this biographical statement in its marketing materials.  
II. Work Plan

Include answers to the following questions:

A. How will you meet the following learning objectives for this class?
· Understand the characteristics of a well-managed and fiscally sound agency

· Learn practice methods for managing and monitoring your agency finances

· Explore basic accounting standards for nonprofit organizations
B. From your experience, what (if any) additional objectives would you add?

C. How will you meet the “Curriculum Standards” indicated in the NRN’s Standards for  Workshop Training (page 2-3 of Training Standards).
III. Specific Experience

NRN workshop participants seek to learn from individuals who have experience applying their knowledge in the field and also training experience.  Please describe:

1) Your experience as a trainer and

2) Your field experience in this topic area.  

If you have not specifically applied this knowledge as an employee in a nonprofit environment, please describe how you will adjust your presentation for this market. 
IV. References 

Provide a minimum of two references to confirm:

 A.  Your knowledge of the subject matter and
 B.  Your skills as an instructor/facilitator.
V. Signed Statements

Please read and sign the Standards of Ethical Practice (see Page 4).
VI. Formatting requirements

The proposal should be no longer than 3 pages, single-spaced--not including signed statements and other attachments (e.g. resume).
Submit Completed Proposals to:
Email: anne.gingerich@millersville.edu
Fax: 717.871-2022
Emailed Submissions Preferred.

Standards of Ethical Practice

Please read the following pledge and sign only if you accept and agree with the Nonprofit Resource Network (NRN)’s Standards of Ethical Practice.

Values Statement

· Trust – The NRN values honest and open relationships in which both parties are committed to the confidence we place in one another and in our clients.
· Integrity – The NRN believes that when two parties give their word that services will be provided, that word becomes a bond so that each party will do everything in their power to keep its promises.  In addition, the NRN believes that each party should represent themselves honestly and competently as they serve their clients and customers in order to avoid jeopardizing the business activities, practices, or goals of the other party.
· Respect and Dignity – The NRN believes all people and organizations should be treated with respect and dignity and that all relationships formed within its sphere of influence should maintain that esteem and consideration especially when conflict and dissent occurs.

· Current and Relevant – The NRN values staying current in trends and other information affecting the nonprofit sector and welcomes the mutual sharing of that knowledge in the relationships it maintains with individuals and organizations.

· Confidentiality—The NRN believes that every individual and organization has information considered “restricted” and that this “restricted” information should be treated as private and should not be disclosed to any outside parties without the express permission of that individual or organization.  This value of confidentiality extends to instructional material that is considered the express property of an individual or organization.

· Collaboration and Teamwork – The NRN values teamwork and collaboration and seeks to provide services that supplement rather than duplicate those already in existence.  In this context, organizations, consultants and other providers receiving referrals through the NRN voluntarily present information to those referrals about other organizations, consultants and providers that offer similar and complementary services so that those referrals can make informed decisions about who they choose to address their presenting problem. 
I agree to: 

· Provide the work as outlined in this proposal  for benefit of the  Nonprofit Resource Network (NRN) and its constituents 

· Conduct myself professionally, with truth, accuracy, fairness, and responsibility with regard to the expectations defined within this letter and supporting documents

· Advance the knowledge and proficiency of nonprofit work through continuing research and education 

· Adhere to the Values, Curriculum Standards, Instructor and Facilitation Expectations and Standards of Academic Integrity as defined in the NRN’s Standards of Excellence for Tailored and Open-Enrollment Training

· Maintain as “restricted” any information deemed as confidential by the NRN and/or any of its constituents and shall not disclose that information to any outside party during and after termination of my official relationship with the NRN and/or any of its constituents.

· Comply with all program-related deadlines provided to me by the NRN—including but not limited to the deadlines for handouts, A/V requests, etc.

· Notify the NRN immediately if an emergency should prevent me from meeting my obligations in any way.

I consent to:

· Give the NRN a royalty-free license to use, reproduce and re-distribute any materials I produce for NRN use in any way in the future.  I understand that this does not change the fact that I retain copyright ownership of my presentation and materials and does not prohibit me from using this property or for allowing others to use this property in the future.

· The use of my name, likeness, photograph and biographical data in connection with the use and promotion of the program

· Any recording of my presentation in audio/video form—for the purpose of, but not limited to, providing this session to interested individuals who were unable to attend my session in person.  I understand that, when recorded, this session will be used to generate revenue for the NRN.   

I understand and accept that there is a consequence for misconduct, up to and including the termination of this agreement.

And, I understand that if I or my company am sanctioned by a government agency or convicted in a court of law of an action that is in violation of this Values Statement, my relationship with the NRN may be terminated.

I further acknowledge that by signing below, I am binding myself to these expectations and values.

Applicant Signature ________________________________________

Date: ______________

Printed Name: _____________________________________________
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