
2020 Celebration of Philanthropy 
Request For Proposals     
  

 

Overview:  
This Request for Proposals (RFP) is issued by the Greater Washington Community 
Foundation (hereinafter referred to as “The Community Foundation” or “client”). The purpose 
of this RFP is to establish a contract with a qualified event planner to manage the execution 
of a fundraising event including concept development, planning, assistance with fulfilling 
sponsorships, event production, and overall event management, including day-of-event 
coordination, budget management, and program execution. For more detailed information 
see the Scope of Work section below. 
 
Organization Information:  
The Greater Washington Community Foundation exists to Build Thriving Communities by 
guiding strategic philanthropy, providing leadership on critical issues, promoting civic 
engagement, and inspiring local giving. With a local presence in DC, Montgomery County, 
Prince George’s County, and Northern Virginia, we partner with donors and nonprofits 
throughout the region to help make their vision for lasting change a reality. As the region’s 
largest local funder, we have invested more than $1.2 billion since 1973 to build more 
equitable, just, and enriching communities where all our neighbors can thrive. 
 
Event Information: 
The Community Foundation has hosted the annual Celebration of Philanthropy (or “Gala”) 
since 2008. In 2019, the event raised more than $670,000. Each year the event has honored 
with the Civic Spirit Award an individual, family or institutional funder who embodies the spirit 
of philanthropy and civic engagement. The event annually brings together between 600-800 
leaders from philanthropy, nonprofits, civic organizations, businesses and local government to 
celebrate what makes our region truly remarkable—the individuals and organizations who 
dedicate their time and resources to help make our region a more vibrant, equitable, and 
inclusive place to live. The Celebration is a standing cocktail reception featuring pop-up 
performances of live music, theater, poetry, dance and more, from local nonprofit arts 
organizations supported by The Community Foundation and its donors. 
 
The total event budget is roughly $160,000. The Community Foundation’s staff manage the 
execution of event PR, marketing, fundraising, and management of event Co-Chairs and Host 
Committee, as well as selecting honoree, performers, and other program participants. 
 
Past Civic Spirit Award Recipients 

• Former First Lady Mrs. Laura Bush 
• The Morris & Gwendolyn Cafritz Foundation 
• Carol Thompson Cole 
• Lynne and Joe Horning and the Horning Family Fund 
• Alexine Clement Jackson 
• Robert Linowes  
• J.W. “Bill” Marriott Jr. 
• Mario Morino 
• Vicki & Roger Sant 
• Richard W. Snowdon, III 
• Patty Stonesifer and Martha’s Table 
• Roger G. Templin, Jr. 
• Former DC Mayor Anthony Williams 

 
 
 
 



The Challenges and Opportunities: 
For the last six years, starting with The Community Foundation’s 40th anniversary in 2013, this 
event has been held at Arena Stage at the Mead Center for American Theater using the same 
event format and structure. The venue provides a beautiful backdrop and large open space 
that is ideal for networking. It also allows us to create three staging areas, one on each level, 
for pop-up performances with plenty of room for food stations, bars, and décor.  
 
However, using the same venue and model over and over again is starting to feel a bit stale. 
Further, Arena Stage’s large open space creates issues with sound which we have tried but 
failed to address. Each year, guests have trouble hearing the program speakers above the 
noise. Arena Stage does not provide us the option of using any theatres, so all activities take 
place in the large open areas. There is no buffer for sound from level to level, and there is no 
great place to host the short program and award reception without interfering with 
networking. Throughout the short program, guests continue to eat, drink, and talk loudly.  
 
We want to refresh this event in a way that keeps the community orientation with live pop-up 
performances from our grantee partners and the “Who’s Who” of the DC area’s philanthropic 
and business community. At the same time, we are looking to amp up the experience with a 
new venue that can accommodate up to 800 people for heavy hors d’oeuvres stations, 
several open bars, and networking in addition to our speaking program and at least one 
staging area for pop-up performances. We prefer a nonprofit, museum, or other community-
based venue, rather than commercial or hotel space. 
 
Event Goals:  

• Refresh the event look and feel and leverage as an opportunity to build new 
excitement and energy for supporting The Community Foundation 

• Amp up the experience with more activation stations that tell the story of The 
Community Foundation’s work and impact 

• Grow the guest attendance list as we draw closer to our 50th anniversary in 2023 
 
Scope of Work: 
To realize the above, The Community Foundation seeks an event planner to provide the 
following services:  
 
General Management and Financial Operations  

• Develop a timeline and work plan for event planning and production. 
• Schedule and lead monthly team planning meetings, which change to biweekly in 

January 2020, as well as site-visits, walkthroughs, tastings, and other meetings. 
• Assist with vendor identification, negotiation and contracting for venue, catering, 

décor and floral arrangements, linens and napkins, furniture, signage, AV, valet 
parking, staging, photographer/videographer, and security management (if required), 
and more as needed. 

• Manage submission of all invoices to ensure payments can be made in a timely manner 
and adhere to budget as set by client. No expenses above budget will be paid without 
express client approval. 

 
Event Management  

• Help identify venue and date in spring 2020 (preferably March). 
• Determine overall look and theme of Gala, including the layout and flow, in 

consultation with client.  
• Coordinate with vendor to design, produce, and print event marketing materials, 

including web/email banner, print invitation, print program, and signage. 
• Manage and coordinate general event logistics, such as catering, venue coordination, 

staging, entertainment, floor plans, décor, volunteers & staffing, AV and technical 



equipment, presentations, emcee, protocol management of VIP guests and dignitaries, 
and any other relevant tasks as required.  

• Draft, manage, and distribute a complete production schedule for the entire Gala, 
including load in, setup, rehearsals, and strike. 

• Ensure a full walk-through/rehearsal prior to the Gala for performers. 
• Identify and secure an emcee – typically from a local news outlet. 
• Submit a post-event evaluation report or participate in a debrief meeting to share any 

lessons learned or recommendations.  
• Prepare final expense report for budget reconciliation to include in-kind donations, 

discounts, and actual costs. 
 
Day of Event  

• Provide and manage event staffing and volunteers, such as stagehands, stage 
managers, registration personnel, etc. 

• Oversee event operations and manage the logistics and on-site supervision of the 
entire event and all vendors. 

• Coordinate set up, load in, and load out with vendors in compliance with all venue 
regulations and restrictions including insurance. 

• Oversee the design, sound and selection of AV and stage set, including video screens, 
podium, and other equipment.  

• Oversee on-site registration and check in process, including nametags, give away 
items, guest and event traffic flow. 

• Ensure quality and execution of event to agreed upon standards set by client. 
 
Stage Management 

• Provide staff to oversee the execution of the entertainment program and 
performances. 

• Provide support to all program and performance participants before and during the 
event, including on-site greeting, hold room arrangements, and ensuring smooth 
program participation and that all performer needs are met through sound checks, 
rehearsals/walk through and coordination.  

• Draft, update, and finalize run of show documents and emcee script. 
• Oversee the execution of the program and all A/V elements.  
• Schedule and manage rehearsals and draft briefing documents for program 

participants.   
 
Sponsorship 

• Assist with sponsorship strategy. 
• Assist with sponsor fulfillment of benefits at gala – typically signage and display.  



RFP Process  
This RFP represents the opportunity to be involved in the creation and delivery of the 2020 
Celebration of Philanthropy. Note that the information in this RFP represents the vision of the 
annual Gala at this time and is subject to change as the project moves forward. 
 
By responding to this RFP, you are responsible for fully understanding the requirements of 
the RFP. If selected, you will be responsible for meeting the requirements of the RFP and will 
execute the necessary tasks to make sure that the event is successfully completed.   
 
The Community Foundation management reserves the right to accept or reject, in whole or in 
part, any and all submissions/responses to this RFP. Acceptance of any RFP should not be 
construed as a contract nor shall indicate any commitment on the part of The Community 
Foundation for any future action. The RFP does not commit The Community Foundation to 
pay for any costs incurred in the submission of a response to this RFP or for any cost incurred 
prior to the execution of a final contract. 
 
Questions: Participants may ask questions about the RFP by sending them in writing via email 
to Danielle Yates, Senior Director of Communications and Marketing at 
dyates@thecommunityfoundation.org. Please no phone calls and do NOT contact any other 
staff, volunteers, or contractors involved with The Community Foundation about this project.  
 
Confidentiality: All submissions will be treated as confidential between client and each 
participant. The Community Foundation will not disclose their contents to other participants 
or the general public. The Community Foundation reserves the right to discuss submissions 
with its consultants and related parties.  
 
RFP Submission Guidelines 
Proposals must be received no later than 5:00 p.m. ET on Friday, August 2 via email to 
dyates@thecommunityfoundation.org in a single electronic PDF attachment. No proposals 
will be accepted after the deadline.  
 
All applicants must submit the following information:  
 

1. Executive Summary. A summary of the Event Planner’s background, past experiences 
that are similar to the services expected for the Gala, and a basic understanding of the 
services required, and reasons why the Event Planner should be selected.  
 

2. Company Overview. Overview of the Event Planner’s business and organization 
structure, including the following:  
• Total full-time and part-time employees;  
• Work history in planning of similar fundraising events in DC or surrounding area 

during the past three years; 
• Short description of services offered; 
• Whether the Event Planner has experienced any significant organizational 

developments (e.g. merger, reduction, acquisition, etc.) during the past three 
years; and 

• If coordinating other fundraising events in the Metro Washington area, please 
address any conflict of interest related to the other events.   

 
3. Event Planning Team. Name and short biography of each individual who will be 

involved with the Gala and their role before, during, and after Gala.  
 

4. Fees. Explanation and listing of all costs and fees applicant proposes to charge The 
Community Foundation for event planning services.  

 



5. References. List of at least three (3) events in the Washington, DC metro area, 
substantially similar to the Gala, including (1) description of the event (including size of 
the event, format of the event, type of guests hosted, etc.), and (2) references for each 
whom the Event Planner has performed similar event planning services (Names, 
Address, Email, and Contact Number).  

 
6. Samples. Samples of previous work related to the services (e.g. final report, event 

production timeline with pre/during/post deliverables, promotional material, event 
budgets which include all anticipated costs and fees, project plans, photos, etc.).  

 
7. Other Relevant Information. Any additional information that Event Planner believes 

will be relevant to the RFP and the Event Planner’s ability to provide the services.  
 
RFP Schedule 
This schedule of events represents The Community Foundation’s best estimate of the 
schedule that will be followed for this RFP. The approximate RFP schedule is as follows:  
 

• RFP issued: Monday, July 8, 2019  
• Proposals due: Friday, August 2, 2019  
• Review of Proposals: August 5-9, 2019  
• Meetings with finalists: August 12-20, 2019 

• Applicants notified of decision: by August 23, 2019 


