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I. INTRODUCTION 
PYN’s Board of Directors has initiated the Request for Proposals (RFP) process to identify an 

executive search firm who can assist and facilitate the recruitment process for a President and 

Chief Executive Officer. 

 

The Executive Search Selection Committee will be comprised of PYN’s Executive Committee 

members and key personnel who have been nominated at the request of the Board Chair.  

 

II. BACKGROUND 
Philadelphia Youth Network (PYN) is a solutions-builder forging together significant players to 

alleviate a root cause of poverty by preparing 12–24-year-olds to become productive working 

adults. Our work is grounded in the understanding that young people need access to both 

education and employment, proven factors in being prepared for a career. With a track record of 

increasing impact, PYN funds and brokers action with the right partners to collectively address 

barriers. PYN constructs systems to create change, while innovating to meet evolving needs. 

Together with our partners, PYN dramatically changes the trajectory of individuals’ lives by giving voice 

to underserved youth, and creating a pipeline for an educated, engaged workforce. 
 

Philadelphia Youth Network’s income is tax exempt under Section 501(C3) of the Internal Revenue 

Code. Philadelphia Youth Network complies with the required federal regulations on procurement, 

as well as applicable State procurement law and procedures. 

 

III. SOLICITATION KEY DATES AND TIMELINE 

 

Timeline is subject to change.  

 

Activity Target Date 

RFP Issued 5/16/22 

Deadline for Questions/Clarifications on RFP 5/27/22 

Deadline for Answers/Clarifications on RFP 6/3/22 

Closing Date:  RFP Submissions Due 6/16/22 

RFP Review Period Week of 6/20/22 

Notification of Short-Listed Respondents Week of 6/27/22 

Presentations/Interviews of Short-Listed Respondents Week of 7/11/22 

Committee Deliberations Week of 7/18/22 

Notification to Successful Respondent 7/22/22 

Contract Development Week of 7/25/22 

Start of Services 8/1/22 
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IV. DESCRIPTION OF SERVICES REQUIRED 
The executive search firm should provide the following services as a minimum, but not be 

limited to: 

• Solicit input from PYN’s Executive Search Committee, through meetings and/or interviews 

to understand the role, responsibilities, qualifications, and appropriate experience 

needed for the position. 
• Develop a recruitment strategy, process and timetable for completion of the work in 

consultation with PYN’s Executive Search Committee. 

• Develop a strategy for implementing the President & CEO recruitment (including 

submission and name of various publications, both hard copy and electronic format, in 

which the position will be advertised) and identifying potential contacts through personal 

outreach to encourage applicants from diverse backgrounds to apply. 

• Source job candidates through a number of different channels including advertising in 

locally and nationally recognized publications likely to attract qualified candidates, 

proactively reaching out to candidates in the marketplace that may not be actively 

seeking the position, accessing the firm's network of qualified C-level candidates and 

other best practice recruitment strategies utilized in the industry. 

• Receive and review all resumes for background, qualifications and credentials. Specify 

the selection criteria used. Prepare a written summary of all candidates with the most 

promising qualifications. 

• Evaluate candidates for serious consideration by conducting in-depth background and 

reference checks with individuals who are or have been in a position to evaluate the 

candidate’s performance on the job.  

• Prepare a short list of qualified candidates and present to the Executive Search 

Committee with a written report of each candidate’s background noting strengths and 

weaknesses. 

• Recommend and finalize a process with the PYN Executive Search Committee for 

interviews and coordinate the candidate’s participation in interviews. Assist in 

developing the interview questions and other evaluation tools and tests that will provide 

insight into the talents and abilities of each candidate. 

• Recommend and develop PYN Executive Search Committee Agendas and assist in 

scheduling meetings. 

• Provide Selection Committee written status reports/updates on a regular basis - at 

minimum, twice a month – best, weekly. Keep candidates apprised of their status. 

• Conduct a sufficient number of meetings to properly solicit information and keep key 

• stakeholders informed of the process. 

• Assist and provide guidance to the PYN Executive Search Committee in the final 

selection of the candidate. Assist Board Executive Team in structuring the job offer, the 

employment package and relocation (if applicable) with the finalist. 

• Notify candidates that were not selected. 

• Reinstate additional executive searches, at no fee to PYN, if successful candidate leaves 

(via resignation or termination with or without cause) the employment of PYN within 180 

days of placement. 
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V. PROPOSAL FORMAT  
PYN will consider proposals from Executive Search Firms with experience and success in recruiting Chief 

Executive Officers for mid-size non-profit agencies. The Executive Board reserves the right to make the 

final hiring decision.  
 

PYN requests that all proposal submissions follow this format and must include all times. listed. Any 

additional information provided shall be at the end of the submission document. 

 

Proposals, to be considered and evaluated, must be received on or before June 16, 2022. Proposals 

received after June 16, 2022, will not be accepted or considered. 
 

Scope of Services 

• Develop the ideal profile for the President & CEO by meeting with PYN representatives 

to obtain information regarding specific issues and opportunities facing PYN, the 

desirable education, experience and background of the candidates, and identification 

of the management skills and style that are appropriate for the position. 

• Overview of your processes including specifics on needs, assessment, sourcing and 

candidate due diligence. 

• A timeline and methodology of the search process with critical milestones for 

consideration. 

• Develop recruitment plan, screen resumes for background and qualifications followed by 

telephone or virtual interviews to clarify each applicant’s experience and 

credentials and to prepare a written summary of all candidates, for the position, with the 

most promising qualifications. 

• Identify any potential conflict of interest or restrictions that will limit your recruitment for 

executive level candidates. 

• Recommend and finalize a process with PYN’s Executive Search Committee for 

interviews and coordinating candidates’ participation in interviews. 

• References - Firms must have a minimum of five (5) years demonstrated experience and 

expertise in the successful recruitment and placement of mid to high level management 

positions in the public sector. 

• Advise and provide support on negotiating an employment contract. 

• Budget details (professional fees and other associated costs); and 

• Terms and Conditions of any applicable “replacement guarantee.” 

 

Executive Summary 

To meet the requirements of this RFP, please include an Executive Summary of no more than two 

pages that outlines the key components of your proposal and solution. Please limit your 

complete responses (including executive summary) to a maximum of ten pages. 

 

Firm Overview 

Provide background information on your firm (both its history and current status) that you deem 

relevant or noteworthy. In particular: 

• Firm name, address, telephone number and contact person. 

• State whether your organization is national, regional or local. 

• State the location of the office from which your work is to be performed. 

• Describe the firm including the size, range of activities, etc. Particular emphasis should 

be given as to how the firm-wide experience and expertise in the areas addressed by 

this RFP will be brought to bear on the proposed work. 
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• Brief history of the firm, including number of years’ experience. List recent firm experience 

with placements in this region. 

• A plan and schedule of how the firm will conduct the selection process. 

• Identification of specific services to be provided. 

• Information regarding the average number of years their top candidates have remained 

on the job after placement, and replacement services if the selected individual resigns or 

is terminated within a certain timeframe. 

• List of Key Personnel with the Firm as well as any consultants proposed for the project 

along with the individual’s background, education, experience, including number of 

years of experience, title, relevant projects and role the individual with assume in this 

project. 

• Provide a list and description of similar engagements satisfactorily performed within the 

past five (5) years. For each engagement listed, include the name and telephone 

number of representatives for whom the engagement was undertaken who can verify 

satisfactory performance. 

• Describe your firm’s financial strength and ownership structure; and 

• Provide background on your firm’s presence in the local and national market 
 

Proposed Services 

• Define the methodology that you will follow to meet PYN’s recruitment and selection 

requirement and the resources that your firm is committed to provide for successful 

delivery on this initiative. 

• Provide a projected timeline, outlining the number of months and specific 

milestones/phases, from inception of the assignment and your (and other applicable 

service personnel) role(s) in each phase. 
 

Project Team 

• Provide the following information on the professionals dedicated to the assignment: 

• Provide an organizational chart of your proposed team. 

• Primary point of contact and how will that individual manage the project team. 

• List the role and responsibilities of the team members. 

• Provide biographies of the key project team members; and 

• Provide three (3) references for similar requirements. 
 

Relevant Experience 

• Describe your firm’s experience for similar requirements and the value you brought to 

those assignments. 

• Overview of recent successful searches with titles of the position and size of organization. 

• Description of your network/experience as your see it applies to this position; and 

• Average time to close. 
 

Unique Qualifications 

• What strategy(s) will you employ to this requirement and what various services may need 

to be performed? 

• In what ways do you differentiate your firm from other executive search firms, and what 

are the advantages to PYN? 
 

Fee Schedule 

• The Fee Proposal should clearly indicate the services associated with the fees and reflect 

the full scope of services requested. Prices contained in the proposal are firm for the 

duration of the contract. 
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• The Fee Proposal will show a fee as a lump sum amount and include all direct and 

related expenses (travel, per diem, reproduction, etc.). 

• The Fee Proposal will include a breakdown of tasks, hours, classification and direct 

expenses. 
 

VI. PROPOSAL SUBMISSION  
To receive consideration, bids must be submitted in accordance with the following instructions. 

Failure to comply with these instructions will result in the proposal being disqualified. 

 

All proposals must be emailed by the date and time outlined in section three to Gloria Miranda; 

Director of Human Resources at gmiranda@pyninc.org with a subject line containing “President and 

CEO Executive Search RFP” and the name of the Respondent. 

 

PYN is not responsible for the timeliness of documents emailed nor will the organization accept any 

proposals emailed to an email address other than the specified email address above. PYN is neither 

liable nor responsible for any costs incurred by a Respondent in the preparation, submission, or 

presentation of their proposal to this RFP. 

 

Respondents are advised that it is not permissible to send a copy(s) of a response to any employee, 

contractor, volunteer or business employed or working on behalf of PYN or involved in this process, 

and PYN will reject without further consideration any response so delivered. 

 

All documents related to the proposal become the property of the organization. All information, 

data, recommendations and reports resulting from the project become the property of PYN. 

 

VII. PROPOSAL REVIEW AND EVALUATION 
The Executive Search Committee will evaluate the proposals based on the pre-determined 

evaluation criteria outlined below. 

 

As the Committee evaluates the proposals, decisions will be based on the contents of the 

proposals submitted. Each Respondent shall include any and all information required as outlined 

in Section Five. It shall be explicitly understood that there shall be no opportunity to make any 

material change to the proposal, including any alteration, addition or deletion of any element 

with the proposal as submitted based on dates outlined in section three. Information submitted 

independent of the response document or after closing will not be considered by the Committee. 

 

PYN may seek clarifications from a Respondent after the closing date. Clarification questions will 

be submitted to the Respondent in writing. Answers to the written clarification questions must be 

returned to PYN in writing. The intent of the clarification is simply to obtain further explanation 

and understanding of what was intended by the Respondent. A clarification shall not provide an 

opportunity to make any material changes to the original proposal, including any alteration, 

addition or deletion of any element of the original proposal. 

 

Evaluation Criteria 

Evaluation of qualified proposal will be undertaken by PYN’s Executive Search Committee using the 

below stated evaluation criteria. Respondents are responsible for reviewing the evaluation criteria 

and providing appropriate and sufficient information to enable the Committee to accurately assess 

the proposal. 
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An evaluation and ranking of the proposals will be made by the PYN’s Search Committee. The 

Search Committee will conduct an evaluation of all Consultants on the basis of the information 

provided with the proposal and other evaluation criteria as set forth in the RFP. 

 

PYN reserves the right to request an interview with any Respondent to determine service 

capabilities in greater detail and to clarify any unclear areas in the proposals. PYN will not be liable 

for any costs incurred by the Consultant in connection with such interviews /presentations (i.e., 

travel, accommodations, etc.) 

 

Selection will be made from a short list of Respondents deemed to be best suited among those 

submitting proposals on the basis of the evaluation criteria listed below: 

 

Criteria: Qualifications and relevant experience Points  

Qualifications and capabilities of the persons assigned to the project 20 

Understanding, proposed approach and methodology 20 

Experience, references and successful completion of similar projects 20 

Cost 25 

Quality of Proposal 15 

TOTAL SCORE 100 

 

PYN reserves the right to negotiate the final terms, conditions, and pricing of the contract as 

may be in the best interest of PYN. 

 

VIII. INQUIRIES 
Respondents having any questions, requiring clarification of the intent, or meaning of any part  of 

the proposal shall notify Gloria Miranda by email (gmiranda@pyninc.org) by the deadline for 

submission of questions as outlined in section . 

 

IX. AWARD OF CONTRACT 
Each respondent submitting a proposal will be notified of Philadelphia Youth Network ‘s decision. 

 

X. NOTICE TO CONTRACTOR(S) 
All materials provided to Philadelphia Youth Network become the property of Philadelphia Youth 

Network and may be returned only at its sole discretion. Philadelphia Youth Network is a public  

 

entity. All proposals and any materials submitted with a proposal may be deemed public records 

subject to disclosure pursuant to the Public Records Act. No portion of any proposal or materials  

submitted therewith will be withheld from disclosure as proprietary, trade secret or confidential  

 

unless that portion is clearly marked by the contractor as such,  and  the  contractor agrees to 

indemnify Philadelphia Youth Network against any claim or action to compel disclosure of such 

portion of the proposal. Philadelphia Youth Network is not obligated to accept any proposal or to 

negotiate with any entity. All transactions are subject to the final approval of Philadelphia Youth 

Network, which reserves the right to reject any and all proposals without liability. All costs directly or 

indirectly related to a response to this RFP will be borne by the contractor. 
 

The contract, if any, shall be awarded to the responsible contractor whose proposal is most 

advantageous to Philadelphia Youth Network, based on the evaluation criteria set forth in this RFP.  
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Philadelphia Youth Network may at its sole discretion select the response that best fits its needs,  

may choose to cancel the RFP, or to not select any Contractor. A selection committee will 

evaluate the responses based on established criteria, including compliance with the direction herein, 

experience and qualifications, cost, financial position of the company, and other factors as stated 

in this RFP. If selected, the successful contractor will enter into a written agreement with 

Philadelphia Youth Network that will include service agreements and compensation agreements. 

 
All information in this RFP is considered proprietary and confidential. Information contained in this 

RFP should not be shared or distributed without the expressed written consent of Philadelphia Youth 

Network. 
 

XI. REJECTION OF PROPOSAL(S) 
Philadelphia Youth Network reserves the right in its sole discretion to reject any or all proposals, in 

whole or in part, without incurring any cost or liability whatsoever. All proposals will be reviewed 

for completeness of the submission requirements. The proposal may be rejected if it fails to meet 

a material requirement of the RFP or if it is incomplete or contains irregularities. A deviation is material 

to the extent that a proposal is not in substantial accord with RFP requirements. 
 

Immaterial deviations may cause a proposal to be rejected. Philadelphia Youth Network may or 

may not waive an immaterial deviation or defect in a proposal. Philadelphia Youth Network’s waiver 

of an immaterial deviation or defect will in no way modify the RFP or excuse a contractor from 

full compliance with the RFP requirements. Any proposal may be rejected where it is determined to 

be not competitive, or where the cost is not reasonable. 

 

Proposals that contain false or misleading statements may be rejected if in Philadelphia Youth 

Network’s opinion, the information was intended to mislead Philadelphia Youth Network regarding 

a requirement of the RFP. 
 

Philadelphia Youth Network may reject a proposal from a contractor it finds non-responsive. Any 

person or entity that has assisted Philadelphia Youth Network in preparing any part of this RFP is 

prohibited from submitting a proposal. Submission of a proposal to Philadelphia Youth Network 

shall constitute the contractor’s certification that the proposal is not collusive. 
 

XII. COMPLIANCE WITH LAWS 
Any Contractor must contractually agree and certify that it will comply with all applicable federal, 

state, and local laws and regulations. Any Contractor must contractually agree to include the non- 

discrimination and compliance provisions of this clause in any and all subcontracts to perform 

work under the agreement. 


